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Goodwill ,Intiu6tries o America, Inc. is dedicated to enriching, the

PREFACE

1

1/4 of handicapped eople through improvement and delivery of rehabili-
j

.
f

tation Services.'

It has been found thae often a rehabilitation staff expends effort

in arels that do not directly benefit the handicapped c4ents served.

The rehabilitation workshop manager,has neither the infprmation he needs

.

to make sound administrative decisions, nor statistic- at hand to measure
$.6

4
the outcome of his decisions in terms yf service to he handicapped and

financial resources nee ed to deliver the seviceg. These limitations work

,

against effectiveand-efficient programming;.
V

It has been the goal of this project, with tie Unifbrm SociO7Economic

Reporting System being the direct result, to develop a management informa-
N

tiod system which will %now agencies withimi ar functions to benefit by

direct compAisbn of existing fipancial.andatatistical infkmation. It

,

is now possible through utilization ofkthe System to determine the cost-
17

effectiveness of programs and to carry out uniform_program budgeting and

forecasting.

The Uniform Sacio-Tconomic Repdiing System can be useful in assist-

ing .managers in orailing, improving and controlling the delivery of
q

needed services. It is our hope that it will become-an integral part of

t

the rehabilitation community's capability for improving the quality of

abled or socially disadvantaged.life fo? people who are Ondicapped,

.

Dean P illips, President
Gaodwil Industries of- America,

\1
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MANAGEMENT INFORMATION SYSTEM FOR FACILITIES

re I FINAL REPORT

I. INTRODUCTION

Background and Previous Work Done

4.

The publication of the Standar& of" Accounting and Filcial Re

ing for Voluntary Health and Welfare Agencies by the National Health oun-
,

_..,

cil and the National Social Welfare Agaembly in DeceMber 1964,
.

pox

out the need to develop a workable management information system hich

`t-
' could fulfill the repOrting: requirements of health and welfare gencies.

' With this purposeain mind, GoodWill Industries of America, 17., Sought
st

(

and received a planning grant fropi the Department of Health Education,

and Welfare to conduct a pilot project from May 1966 to il 1967. The,

purposes of the project were to 'determine the feaaibilit,, of, applying

.gtandardized accounting principles to sheltered wdrksh s and rehaiiilita-
.- -

-

-don centers and to determine'the feasibility of usin electrdgiCdta

r )
-

, processing equipment to more rapidly collect and di seminateinformation.
, .

b

During the course df the one-,,year grant, the projeCt staff wrote Manual

for Financial Records and developed a standardize chart of accounts

based on the Standards of Accounting and Financial Reporting or Volun -. -

. , J ,. 0 d

taryealth and Welfare A encie;t.
,

To further dbmonstrate the feasibility df\this standardizea report-

ing system, it was instated at the Goodwil, facility in Columbus,,!Ohio

on a pilot basis. The planning project ended with the strong recommenda-

doh that a total, management information gystem be developed and made
4

available to rehabilitation agenciegandi workshops around the country.

Secondly, the prbject.staff determined that electronic d4ta processing



is 010 most efficient'means of reporting financial and statistical infor-
oe

matibn among agencies and on a national basis. The projdct demonstrated

that the efficiency of reportinpagencies could be greatly'increased if.

they incorporated uniform reporting of income a4d,expenditares, improved--

methods of analyzing the costs of operatios, and instituted strict

internal reporting controls. I roes. apparent to the projebis staff that

further development and refinement Of the Standard Accounting System

should be undertakeh.. Thig.was begun in 1967.when the Vocational,Rehab-

ilitationAdministrition awarded a research and demonetration grant to

Goodwill Industries of America, Inc. During the three-year duration of

the project (1967-1970), the staff set outto-establish a standard,.

cl

Accounting reporting system which would be applicable to all sheltered.

workshops and rehabilitation centers in conformity with the Standards of
e,

, .

Accounting and Financial-Reporting for Voluntary Health and Welfare Orga-
..

niisations. W4n this task had been achievedl the standard accounting
_

reporting system was used. to accumulate and analyze the financiaj data

provided'by 110 local Goodwill Industries and the Detrbit League for the

andicapped. The data were collected and processed at the national he

varters of GoodwilllIndustries of'America by means of data processing

equipment, the purpose beinkto provide the reportling agencies with usej-
es/

ful anettimely financiAl information four decision-making purposes. The

project staff explored and ultimately developed management formulas which

allowed comparisons of agencies nationally, by region, and by gross vol.-,

ume dollar class. The formulas were made available to reporting agencies,

- .

permitting them to develop reliable costs of service compariSons by'disa7

bility category and by specific handicapoof the client, served.

I was app?pht4rom the very beginning of the project.that the keys
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I
o

to a Aruccessful outcome rested on the usability of the Standard Account-
'. .

ing reporting'system, ;he validity of the data which.was provided for :

analysis, and the cooperation of the particiPating,agencies to consist-
.', go /a .

ently report financial information. The accounting system developed-
:

during the project had important implications for various agencies of

h government at the local, state, and national levels/since it would pro-

vide them with the means to analyze an agency's efficiency of operation

and to document the costs, of se'rvices purchased from workshops and

rehabilitation centers. Once the costs of services andstandards of

efficiency were developed, it was-believed that governmental agencies

could better project budgetary needs required to meet die fiical demands

,

for rehabilitating and rePraining the handic ped- and could better alio-,

cal%

cate their financial res urces .to private g nCies making the most

efficient use of these resources.

The Standard AccoUnting Reporting system developed during thetHree---
'. X

'year period provided participating agencies with a wealth of valuable
. .

information. The purposes- of the- reporting 'system were 1) ta provide a
-

/
. functional fund accounting system permitting like agencies with like

. o.:
..--N

t

/
programs or supporting servicservices to.benefit by direct Comparison of finan-

4,' .. C
La ' )

cial reporting;i 2)tng; ) to achieve. uniformity of classification, aeftnition
I r .. -

.
and restriction of financia1:information to make it, meaningful; 3) to '

...,/

.

.. ,establis uniform principles And st hdardS of accounting; and- 4), to

. 1
-deveio_ 'uniform financial statements whichwill'present this infomation

1in a 1 gical,' infOrmative, and consistent manner. The financial sub-

system was developed before the statistical substystem, since'it, was felt

that uniform financial reporting would be mere immediately'applicable to

gencies than the statistical system. ThOls'assumptiona/rOved to be
cr .

. .. c

-3-
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correct. The financial reporting system required that each participant.

submit on a monthly basis standardized inforMatibn concerning,reenue and
0

4
expenditures. Specially designed computer input fdtms wereiupplied4o !

each agency for transmitting the data to Goodwill national heedquatters.

The project staff reviewed the agency's input information for accuracy",

sand completeness and monthly reports were returned to part cipating.agen.-
, ..

. ? o ',.),
cies. Analysis of the dvta produced the fqllowing detailed reports:). ,

.,p, ,

'........ .. p .
1) A Monthly 3etailed Comparative Report . to

4,..

2). A Monthly Summary Comparative Report

. 37 A Monthly Operating Expense and Revenue Report

The basic documentation and explanation ofhe reportingsystem developed

during the' project wi provided in" the Manual for Financial Records, the

first at a series of manuals to be published for general use. This Manual

vies an integral pare of -the emerging management information system known

as .USERS- -The Uniform-Socio-Economic Reporting system. USERS was designed

for use in health and welfare agencsies which provide, support, or super-

vise the services"'necessaryj:to raise the socio-economic level of the

physically, mentally,. econamicallyLot* socially disabled who are unable
. ,

'meet the soetial or skill requirements of the society. )Che USERS maila e-

ment information system was developed to be flexible enough to prov de 'a

basis for uniform language among various component parts of the orting.

Isteml Guiding the develops of the USERS concept was the be, ief that

agencies administering services to the disadvantaged and handiApped.popu-.
4t,

lation must be prepared to interpret and justify the vast ex enditure of

time and money required to carry out'the program setvices o a society

which is basically uninformed pf the needs of agencies t fulfill their

obligations. The USERS'manajment information system p (bided the means

to accomplish this.

3-4-
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The Preliminary work on the USERS financial subsystem ended in.

June 1970 with the implementati8n of the UniforeFinanciallieport.4.ng
%

Sys0m in 103 local Goodwill Industries, and thirty -one (31). addi-
.

tional'agencies outside of the Goodwill organization. (The Uniform,'

Financial Reporting System was a revised and more comprehensive

version of the Standard ACcounting Reporting System). The three-year

researcI and demonstration grant provided an excellent foundation .on=

which to construct the second' subsystem of USERSthe uniform statis-
,

c
tical reportkpg system. This statistical system-wouldbd designed to

integrate the financial information with statistical data,regarding

,

clients,'e.g., characteristics of clients served, types of,services

provided, etc.. It was believed that an integrated financial' and statis-
1

tical information system would form an extremely flexible. and usable

managemeneinformation system to meet the needs of the health and velufare

community.

J. ,Statement of the Problem

1 Very 16ttIe,work'hiap been done in the area of developing management.'

.

information systemsff9f use in health andelfare agencies. \Ofie of the

first efforts to meet the information needs of these agencies was thle
)k'

-'desig n and!implymentation of the USERS Uniform Financial Acc&nting
"

System, a fundtdonal fund-accounting system based on the.Standards of

. Accounting and Financial Reporting for Voluntary Health and WelfareVa-

niiations. While the UniforkFinancial Adcounting SyVtem laid a solid.

.t.foun tion for financial. repbrting .n health and' welfare agencies, it did

not provide a complete tanageMent informatibn system which could be

adopted by any agency needing financial and statistical informati;On. The,,
0.-

,)
missing elementwas a uniform statistical reporting system which could be



integrated with the financial reporting system to provi e managers with

vital data regarding the effectiveness and. efficiency
.

,.. ` ")
don.

A ''
.

their organiza-

The director ofany healLh,and welfare. agency is confronted witr7

problern of determining and 'controlling the overall performance of -hip
, ,

organization. He must be aware of the 'activities and levels of performance '

uate the effectiveness of the service's provided and heiust be able to

of his s'ta'ff as tey provide services to clients. 'He must be able to eval-
.

dotumnt and lustiffy the costs of service when 'he re nests fees from state
'

rehabilitation agencies.

Many sm611 agency uA:Fiable to pfovide the full-time services of
- . 0 .2? '.

0 ',fa.
.a staff person to atslst tha manager in the control function, and many

.7" A
r .

large agencies cannot.be.effectively or efficiently controlled soleLy by
.-

.

'personal contact of, a staff person ,on a itdaily basis. In order to exercises6
,.,

cthe greatest possible control over the inter - related, components of his

agency, a manager msst have current

1

tical, information readily availab

possible effectiveness of servi

A uniform management inf rmatiOn system combining financial reporting

with tatilltical information; is Vne of the most important management tools

valid financial, as well as statis-

to aid him in obtaining the maximum

to the population served.

which cen provide managers of heallkand welfare agencies, large or small,

with the-information necessdfy to exercise (maximum administrativi4 control.

A well=desigped management infprmation system must be,capable of,providing0

managers with the following types of iniormation:, 0 1) financial data con-
A-

cerning costs and.cost-benefits of the services offered'by the agency;
c.

2) statistical data concerning the numbers and characteristics of-the

clients served; 3) statistical data relating the specific client.disability

0
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,

categoiies to the overall casts Of the "rehabilitation services provided;aV
A0,0 financial and statistical: data shdWing the relationship betweeri.the

' input of manpower and financial resources and the outcomes of the rehab- .

ilitation proCesaas measured,by program efficiency and effectiveness;

and 5) financial and statistical inforLation to permit the setting of
A

equitable fees for services prol,kided and-to support proposed adjustments

.or modifications in the astablished-fee structure. These,are only five
,

of the major information needs of management which require valid,\and

timely, factual information. Marty other information'needs exist for a

manager to exercise appropriate controllover the operation.of his agency.

Statistical repok,Ging systems, which form an integral part of any
dr

management information system designed to provide managers with program
.

information, have been in limited use among private rehabilitation

. 'workshops. At the beginningof the project, only one statistical ,

reporting system had been developed specifically for use in private

'rehabilitation facilities. This was the Reciproial RehabilitatiOn-
,

Reporting System (3R) administered by the Rehabli,itation Services Admin-
6

istration of the De art2nt of Health, Education, and Welfare. The:3K
. 4

system, first began in 1968, was voluntary in nature and reliedon the

cooperation of private rehabilitation agencies and workshops for parti
.

cipation. At the present time, the. Rehabilitation Services Administra-
.

' tion no longer administers the 3R system, and it sedms doubtful that it

will be reinstituted for use among rehabilitation facilities. In 1970,

the Reciprocal. Rehabilitation Reporting system had, approximately 5j00.of

the estimated 2500. workshops. and rehabilitation centers participating

regularly. The 3R system did not attempt tON,collect4ndiyidualized -

client cost information, an essential eletenin the development of a

-7-



unifoYm management information system. However, the 3R statistical re-
,

porting system serlied as one, of the models in designing the USERS statiS-
.

6

tical.reporting sysEem. The basic problem encountered by the groject

staff was the total lack of woiking'reporting system which might be

integrated with the Uniform Statistical Reporting System. It became

6

clear that a totally new statistical system needed' to be developed.

Specific Purposes of the Project

It has been the Val of" the project. to develop' eurilform management

informaEionsystem, comprised of the'functional fund-accounting system
6 '

developed undet project RD-2501-6,and the statistical reporting system
.

. (hereafter referred to -as the Client-Record System) developed .during,the

past three-years. The purrioses of the uniform management information,,sys-
,

tem are: 1),to establish'uniTorm budgeting and forecastinglfte6hniques;

21ZeO establish uniform cost effectiveness techgrques; 3) to establish

fee - setting techniques;- to establish uniform service information tech-

niques; and 5) to establish recommended management control systems .for

voluntary health and welfare agencies.

The uniform management information system can be utilized to assist

a voluntary health and welfare agency to:- 1) realistically pro'

support itsAudget and service needs based'on-a uniform repotting system;

2) establish acceptable uniform fee-setting techniques to document actual,

service costs; and 3) assess the effectiveness and efficiency of the

agency's program of services. The network of state rehabilitation agen-
.

cies can also benefit directly from using this management information

system in two major ways: 1) project and support their budget and service.

needs in/dollars before.their state legistatures; and 2) evaluate the cost.
ri

effectiveness of agencies from whOT they purchase services.

1J



.Agencies of the federal government can make practical use of the

USERS management information system in that they will have valiCand com-.

plete-information on which to project and support their budget and service

needs in dollars (before the, Congress. of the United States) based on re-

ports from the state agencies where the USER system is operational. The

information provided,by the USER 'system will, also enable/federal' agencies

to evaluate and assess service cost variations due to ceAional.differ-
'.

enges, agency budget size, and other criteria.

Upon request, appropriate documentation through written'manuals',

procedures and data processing documentation can be provided to any inter-

ested agency..or organization wishing to implement USERS. The assistance

of project staff will, also` be available to workshops and rehabilitation

facilities. A vital elemerit in expanding the usage of.the USER uniform

management information system is thorough dissemination of the results of

the study to the various agencies of government, edvational 'institutions,

- national rehabilitation organizations, and other interested private anill

public institutions.

The results of the project will have far-reaching and important

tmplication fbr the various sectorsof'the health and welfare configure-
,

tion. At the locaagency, level, the uniform management information

system can provide an agency manager with the data required to evaluate

the effectiveness of the various programs and services. With this infor-.

mation, he can determine the most effective, service delivery systems

available to the clients served, by the agency and Choose where the primary

emphasis should be. This determination will permit the maximum utiliza-

tion of the often limited financial and manpower resources available to

daliv'er effective services to the handicappe4.



Camunities Where workshops and rehabilitation centers are located
.. _. . .

cartu4e thedAta generated froth th"eNUSER system to dissethinate uniform,
.

. .
reliable, and valid information to the kublic pertaining to the delivery

. l

.-,

of services ta cotmunity residents: _Through this process of adcounting
. ssf:-.

` for the 'expenditufe"of publicly donated resources, rehabilitation agencies

will' be able_ ta mabilizeland maintain .community support for the continued

' operation of their programs.,.
NO

t.`

State and regional,governmental agencies can most'effectively.manitor
.

and evaluate the ongoing programs of local-agency-programs thrOugh the

analysis and assessmenOcif information gatherea by,the.USER system: :The
I

them.ta identify the Strengths, as Well as thedata provided will all

weaknesses, in the ser

'These governthentar age

with specific technic

ice delivery systems under their jurisdiction.

cies will be,betterabla to provide local programa
/

1-and/or financial assistance to upgrade the level
:

addition, budgetary requirements at the local,of program content. in

atate, -and regional, evels.,can be realistically developed, using the coat

data provided by local agencies.

The oVerallAiLtion of the vocational rehabilitation program can

be

' 4Z.t'

strengthenedic the national leveL,through.Che formIllatiodof objpc-
.1

-tives and goals directed_ toward local agencies providing the services' to

the handitapped. This will be possible because accurate information, re-

garding local, private sheltered workshops and rehabilitation centers will

be,available through the implementation of the USER system. National

.,rehabilitation organizations will be able o compare awl contrast the

7

:c6st-effectiveness of programs'under their general direction. 'Funding

requirements Can be proje ted in a realistic manner on the basis of actual
-

cott, data gathered,from articipating local agencleas.



At the federal levFl, collectiOn of uniform financial and' statisti-
v

cal data from private and publicly operated rehabilitation agencies will

enable federal agencies to determine accurately the needs ,of the popula-

tion served. There will also be the capacity to compute the cost of

services andto project the resulting benefits which have accrued from

,,,

tne expenditure of public funds in terms of meeting the needs of the
-

4. .e .o ,

',target popuPations.

0
.'

o -

'

Ultimately, the prime beneficiaries of I iMproved service delivery

systems will be the bandicapped population served by rehabilitation

'centers and sheltered workshops. Ilirough the increasqd efficiency in

operating a rehabilitation workshop, managers can provide more,comprehen
.

sive services to ie handicapped, and, ho efully, mote effective services

as well.

Review of Relevant Literature:/-

Reviewing the available literature regarding management information

Systemg'far use in health and:welfare.agenCies was a relatively easy task

cé very' few reporting systems have been developed to meet the specific.

.

needsnformation of the sheltered workshop and rehabilitation facility.

The ear

motion generally proved unsuccessful, but.aa
0

attempts to develop And implement asystem of*management infar

reat deal w learned 'conc

1ing the pitlels and problems involved. onsiderable amount of info ma-

?

tion however, was found co etning financ al and statistical' systems at

-could be incorporated into a,management fjfnformation sygtem for use in

health and welfare agencies. It was, iq3ortant to design the system

manAr that would permit broad aOpli tion to the problems of the.r
.

itation workshop would establish u iform categories of services, e pendi-

tures, revenue soUrces,.eLc:, ould haVe enough flexibilitrt
t



easily modified to fit Within the parameters of the particular agency

using it:

The document whiCh served as the basis for the financia,1 reporting

:system was the, Standards of Accounting and Financial Reporting for Volud-

tary Health and WelfareOrganizations, published the National Health

Council and National Welfare Assembly in 1964. This puWAcationlaid outs,

the theoretical framework around, which he financial system was built,

through the process of fidld-testing and feedback modifications.
.

The statistical reporting system Was based on the Federal-State Pro-.

gram of Vocational Rehabilitation s
-- Case Service Report. I. was nqcessary

.... r

to thoroughly analyze and evaluate the contents of the Case Service Report

(Form RSA-100) to determine the information items Which shoUld be kept nd

those which could be. eliminated. The'instruction manual accompanying the

Case Service Report was'also reviewed since the data gatheri6 instruments*

are .only as good as the instructions which accompany. them. This review of.

the existing "literature" on statistical and financial reporting sys4ms
-,,.

0 4
.

,

:also led to an assessment of Lhe Reciprocal Rehabilita0tion RepOrting, ystpm

RY, which was initiated under the direction of the' ehabilitaSiori Services
1

Adminiitration of the Department - of Health,JEducat,ion and Welfare. T is
.

client record system was developed specifically for u e in private reh

tation workshops and was voluntary inwatture. :Appr(;)iimately 500 of the
0

estimated 2500 rehabilitation facilitiesin the. United States, at one t me

'or,another, participated in the 3R reporting system. Thi Reciprocal Reh b-,

ilitation Reporting system did Kove useful. in setting the parameters of
.

ii4orrdation which the project wished to collect.'

A highly sophisticated reporting system, the Rehabilitation Facilitie

,Statistics Program, proved useful in pointing out how a management infor;ia n.



a

sys em could be over- developed in relation to the reporting needs of the

agencies: This statistics program resulted from'a repearch and demon-

stfation grant from the Social and Rehabilitation Service, DHEW, and set

up a prototype model cifreporting that caetured a wpalth of clinical

1

information concerning clients served.in rehabilitation facilities.
.

:7

Eltborate coding systems, were designed to collect as much 'information

as possible on the transmittal forms. The amwnt a Search time required

to locate these codes and thg level a judgment required to properly

classify the particular clientjs characteristics tended to work against

easy utilization of the system. The orientat of his reporting system

was primarily medical, but it did combine il,'.ortancolasSificatipn
1

schemes, into the vocational rehabilitation approaeh. A thorough analysis

.

of the Rehabilitation Facilities Statistics Program was a beneficial

.exercise since it helped the project staff. to rememberthat.a reporting

system which has limited usability is of limited value.

-Goodwill Industries of America, Inc., developed a .summary statis-

tical reporting system, Selected Service Statistics, but it did not

attempt to gather indiAiidual client information or the costs of services.

These major statistical reportilg systems for healh.and welfare agencies

were carefully examined from the standpoint of types of information

requested and methods of data collection and analysis. 4Thi.s review

processaproYed to be extremely usefill as the USERS Client Record System

took shape. It allowed the project staff to select items, common t.6 all

. systems and to add,missing elements which were judged important fqir a

comprehensive management information system.

N
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a
. . Brief DesCtiption of the Setting

The entire project staff was located at the national headquarters of

Goodwill Industries of America, Inc'.; in Washington, D.C. 'The. Goodwill/
A . 4

\ .

national office serves a network of 155 autonomous localGoodwill units

in the United.Stales, Canada, and in 14 foreign countries. The admin is-,

.trative.fundtions of the national headquarters include:. 1).coor4inating

he services of' member units; 2) representing member units to govxnment

agencies and private organizations; 3) assisting in maintenance oil sound,

accounting and (isCal programs; 4) -assisting local Goo4wills 'n a4 .matters

related. to providIng and maintaining rehabilitation servicp to'th6 handi-

capped; 5) recruiting and training executives and staff personnel;. 0 assist)

ing\ in developing new programs to help the handicapped; and 701sis ing in

the development of public in6rmation programs.

,

The national headquarters is directed 13ythe President of Goodwin

Industries of America, Inc., through seven- different functional depart-
-Ne*,

ments: finande and management linfofthation systems; edu.cat n and training;_.

resource development; project development; 4eCial services and 4eneral

counsel; rehabilitation programs;. and public relations. Many of the tech-

flied]. resources of the national headquarters were utilized in developing' the
%

management information`systeme to augment the skills and *abilities of the

project staff. During the final phase`of the three-yeae project, several

local Goodwill facilities directly participated by'critically.evaluating

the Client Record System that was tlevelopecl. This .initial feedbacicrom

the future users of the system helped to modify it and broaden its applica-
....
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II: METHODOLOGY

ck

The methodology employed to develop the USERS-management 1 formation

*
`system relied heavily on the involvement, advice an4Tcomments of many

health and-f,MAfare agencies. The problems associated with develo ing the

Client Record System were primarily thoseof determining what infor ation
a

would be most, useful and helpful to managers in exercising,maximen a min-,

istrative control over their organizations. After this determination had..

been made, the second obstacle wars to design a datg=gathering :system which

would include the necessary tyansmittal documents (forms), the instruction

bandals, data processing pr cedures., and information" feedback to par0.ci-
,

pating agencies in the fo m of reports and analyses bf data. ..

The third obstacle to overcome, and perhaps the most critical, was
ID

to Obtain an objective evaluatAn.of the system Ilan actual users in
\

rehabil4atiori facilities and sheltered workshops,. The 'methodology there7
. , . g:

.
.

fore" called for a field test procedure in a variety of di-fferengettings
,wa.

so that as many different conaitiORs as possible could be analyzed to

assess the applicability and sabili of the system.

An investigative phase was vital to the.successful development of a

'broad-base client record,System. Approxibately 250 workshbps and rehab-
-.

ilitation facilities were requested to describe their current.client

reporting systems, ii they had one, .and to suggestch ges or moaifica=
.

tonst ons to the system to better meet their .information r eeds. The'250 res-
.

pondents were selected on -,the basis of their familia 2,ty with the USERS
r .

Uniform Financial RepOrting System. The sample was not representative

of the total rehabilitation,facility population. Facilities without

some type of data-gathering procedures for clients were requested to

critically evaluate theReciprocal Rehabilitation Reporting System (3R)

-1G
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with

format-.

,

pect to its usability and applicability to their
/

management in-
.

on nods. A modest rate of.return from the sample indicated that

.facilitlies with ongoing client record systems wee' not extremely satis-,

fled
,e)

with the systems and desired a more Complete reporting forist, one
.

which would provlAcosts of service on an individualized client basis.

May respondents expressed the concern that-they had neither the time nor .

the technical e\ xpertise to develop and implement such a S ysqem. Facili-

ties without client record systems -evaluated the3R system and felt thatb,
v

ikh had some merit, but it did not provide the means to collect complete
. .

/
.

cost informatiOn for the individualiztd' services received by a client.
.

.-

The-review of client information needs revealedseveral important facts
. A

bout client record systems:- .1) client record sygtems currehtly..availabIe

do not adequately Tulfial the-management informat on needs of. many facili-

ties; 2) the Major/ity of responding executives ,ndi-,managers expressed a
.

keen interest in the cost of rehabilitation services for'an individual
'

client, the .development and implementation of a comprehensive and uni-

form client reporting system cannot be done,by the facility staff, since

they lack the time and the. technical expertise to do so; 4) interest in a

system, which provides cost .of services for .clients is directly related to

th 'establishment of equfiable rehabilitation fees With state' Vocational

Rehabilittion agencies;, 5) the' vast majority of facilities responding to

the survey would seriously consider adopting.a Uniform client record system
o

if it were made .available at a reasonable cost.

At the completion of the review of user needs, it was decided that a ,

.

thorough review of existift4 client record systems should be u .taken.

This was done to determine the kinds off client data being co )ected, either

at the facility level.or at the state agency level. Two majq' client., record
-

systems cAre in use at that time, the Reciprocal Rehabilitation Reporting

f)

0
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System (3R) and the Case Service Report (11q4-300), a major part of the

Federal -State statistical reporting system of the Vocational 'Rehabili=

tation p.rogrnm. System had elements which, c ould be of ,benefit in
t1

developing a uniform. client reporting system, bntneithe l. fully, satisfied_

w the requirements of providing maximum administrative control to facility

'managers. Management control requires a knowledge of the specific 'costs
.

0 A
i

(in terms of manpoiler'and Materis14) for each service provided a client;
.

the'lengthof time the services wer rendered; the outcome of the rehab--

.

ilqation Priecess,. and a Unit-cost measure to determine ;the cost; effec.-

tiveness
of the services provided. A client ee'tord syStem must -provide

these Minimum information outputs ,to, the-manager if the System is,to

provide usa'ple and helpful mana gement information.
.

. .

-7",.;; $ . .

NN
....

The client record system.which was to come frosi_these investigative

. ,

efforts had to meet one major criterion--it hail to be compatible with the
C 1

, ,

existing Federal -State client record system (FormAa-300, Case Service
, .

RepOrt). W th this in mind, °Ole project'staff carefully reviewed the
i

reporting r quirement( of, the Case Service Report, including the. under-
. .

lying assumptions regarding itt use, definitions, and reporting,proce-

dures. Meetings were held with personnel from two,state Vocational

RehabilitAionagencies,in an effort.to discuss how the Federal-State

reporting system is used within-their states. . ,

Z

This review process-led the ptoject staff to Contact the Oklahoma

!.,.J

Public Welfare Commissibn, Social 'and Rehabilitative ervices,"to gather
,

r :

information about the Oklahoma vocational rehabilitat.ton statistical
1

reporting systuq(RVS-105R and .105RX), which is similar to the Case

Service Report. (R -300). The project staff were also interested in learn:.

ing as mach as possible about the SerViceOutcome,,Measurement Project
.

0

which had as,its two main sobjective (1) the developMent of a procedure .-

.

-17-,
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I?

for measuring changes in a client's social, hysicat-, emotional and voca-

tional functioning, and (2) the development of a Procedure far- determin-.

4
N ing the relative difficulty of clieht,case The two objectives relat

a
ed directly to the development of the USE'S Clint Record System in:

, .

' -

. .
4

/several way4'. A complete cli t record s stem should provide.for rehab-
.

d

ilitation outcomes which ind cate the re ative success or failure of the
Np=

-

,rehabilitation prIpcess. The reporting s stem mist take into account many

different outcomes which indicate that p ogress toward a' rehabilitation
r.

..

,-/
. ,e

goal was made or'that progress w4s not ma e. The Service Outcome MeasUre-

melt Project attempted to ,develop alternat ve outcome measures other than

thetraditimalstatuses-26.;28and 30 of the Federal -State (RSA=300).

system. It is a widely accepted fact that rehabilitation workshops must

le
1r

expend ..4 great deal.df,their financial and manpower resources when attempt-,
I

c,
_

ing to'rehahilitate a cl who is severely disabled.- Also, the 'chances

of successfully rehabilitating him are much less an with aless 4'eVerely

handicapped client. The design of a Clieht Record System should somehow

take these` factors into account showing cleafly the degree of difficulty,

associated with providinLServices to,the most severely disabled., The

Service Outcome Measurement Project' attempted to Weigh the degree pf diffi-

culty of the client's case, thereby adding 4n actiltional dimension to the

management information.availabte to managers and Staff of rehabilitation

workshops. '
4

One of the mayor, problems in adoptihg a case difficulty weighing

procedure is the high LAel of soptication required to administer the

evaluation instruments. Many '4.mal1-Lpriv4td r
.)

e

Perhaps the greatest problem with the material developed by the Service

Workshops wound
- 6

have considerable difficult)? in incorporating a system suc ,as this.

a
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Outcome Measurement Project was the lack of va/idity regarding the data
. . .

.
,

aathering;instruments.' These concerns ultimately led project Staff to
...,-

:
.

., a
.

postponethe incorporatApn of these new, approaches and Procedures.
, .. ,

,

This decision was later proven to bp the coOtict one.
: .. ., ....:.

_ -

,i' -The Stateof.Oclahoma however has developed a highly sophisticated',
A

Case Service Report based on the information requirdinents of Form

RSA-300.- This system serves as one a the d 1 cliene record, systems
, i

c _

for-Federal-State statistical reporting. Mhny of the reporting proce-
t a , . N,

.

..
.- .

dures and data items g6 beyond the' requirements of Form RSA-300 in that t -cP
, 0

individual cost d-ata:are collected on a service -by- service basis. This'

prOcedure permits cost-effectiveness and cost - benefit analysis with
4

4Prespect to the rendering of services to clients and the:outcomes of the

r6habilitatiOn.proceds. In addition, .the,Okrahoma Case Service Repott

'makes maximum utilizatiotiof available &pace on the reporting forms to

permit recording not only the client's medical and work'history,

military record, previous education and training, but ap() the names

"," and relationships of family members in the client's home.

The system has been computerized to perMit rapid retrieval of data

to determine client eligibility and previous service history. The two

reporting forms/(10511.and 105RX) used.by the State of Oklahoma ate

"turnaround doc ments," thereby permitting the state vocational rehab-

ilitation agency to maintain up-to-date cost figures of rehabilitation

services.provideeto,each cliAt. Despite the )14/gh level of sdphisti-
,-

cation found in this reporting system, it has the potential for wide-.

spread utilization among large and small workshops and rehabilitation

facilities. The ObVious benefits of' this approach do not eliminate

concern for certain obstacles for the private rehabilitation agencieS

-19-
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/A,o which will eolled t the individualized client data. "The most serious
. . ,

obstacle is that of deterftiningrehabilitation service costs. The vast

1

majority6f.rehabilitationwofkshopshaveldttle or no exper*tente in
4^ 4 r,
this area because there has not been .a need,for "individualiz'ed" client

cost .data. This fact requires that.apftopriate procedures must be made

available,toworkshops and r ehabilitationtacilitieS tomakecost deter-

minations before incorporating%this type of client record system. as the-
.

Statistical subsystem of USERS.
,

g41.,-,. .. . .

The.review of ongoin cli&£ record systems revealed,4that'Several

of their outstanding feature sholild be incorporated into the USERS Client
.

. 1

,
Record Sy temc. Work was thus begun on developing the USERS model client

record system for facilitieS and workshops, utilizing `the Unifoicennan-

. cial Accounting System as the basia'allocating costs of rehabilitation

services,.
st

Desciription of the Client Record'System
A-

)

The Client'Record-System forms the nucl6us of the Uniform

tical Reporting Subsystem of the USERS management information system. The
r.

model has. been designed-to provide any rehabilitation facility, or workshop

with the capacity to keep current and up-to-date records for each clie

o

served. The sySt4m also prov&des for a service-by-service cost record in-

cluding indirect costs related to counseling, supervision and on-the-job

training. The basic Federal - State` reporting syStem statuses have been

slightly modified to fulfill the needs of private workshops and rehabilita-
.

tion facilities.

The two reporting forms (72LR and 721RX) are "turnaround documents.

Form 721RX is used only at initial intake to transport data to the 'computer

case file. Upon receipt of Form 721RX, a computer-printed copy of Form.721R

-20-
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is returned to the agency with the identical data printed. When the

client-completes-rehabilitation services, Foru 721R is updated to,1A
'. -

a
,,

.record service cOsts 4nd units of service. Again, the form is torwaKded

to the computer center:for-updating into the client case files. A
.

final updating of ,the Computer case file is made when the client-is
.. ,.

,
. .

closed or terminated from'the workshop" r facility. The updated Form

4

721R ja usedtct, trarpo.rt termination/data to the computer center, and
. .

s

$

...,
/ /ki .

a final.computer iirinted,copy of Form 721R is returned to the.agency

for their permanent files.

Data on each client served are retained in the Computer. bank to

forT a client historical file.'-This computer'record selves as tiap,dat.R°

.- .

base for making costbenefit and costeffectiviepess analysers, projections,
.:

. I§4,'
lof cost in relation to types of disabilities, and "o r analyses. which

will provide managers with facts to evaluate thesperformance of the

agency.

The syStem can be used by large and small agencies, because l'elis

not necessary to have sophisticated data procetsing equipment-in the, .

facility. Goodwill Industries of Ainerica, Inc., national headquarters,

'Serves as"the data processing center, providing each participat g agency,/

the technical assistance about how to utilize the client 'record

system. The,national headqu tees also serves)assthe'data bank because

f its computer capabilities to store and retrieve millions of pleces

ata, and teAhical'asAisynce,to participating facilities

.

. k

in'the event difficulties are etcoufttered ,in,making appropriate service
. .,

cost.determinatiOns.
-,'

\
One df the'uniquefeature's of the USERS Client Record System relates

to determination of\service costs. For the first time, an agency can

4

-21-
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--todpute and record the amount'of services received by the cl4ent (units

'of service),-the amount of financial resources expended in delivering

the service (cost of services), and the cost arrangeMent in paying fcir

the service. This feature is extremely valuable in assessing the

relative cost of rehabilitating clients with different categories of

handicaps and disabilities. Included with unit -cost information.of

services is a detailed record of how long the clynt was receiving serv-

ices from the agency, hotq much time hu remained in each Status category,

and what' the eventual outcome of Ithe'rehabilitation process was. The

rX

information thus providdd.a,manager can indicate how-much it is costing

the agency to provide a particular service, and this can be documented to

justify increases in fees charged,to-.thra party payurs (insurance coMp--.

nie8, state vocational rehabilitation agencies, etc.).

One of the mast important features Of the USERS Clietil Record System

.is that it permits outside organizations, clients, the community' where the

agency is located, and the governing boards of. the agency to critical, .y

assess how well the agency is, capable of .providing social rvices.

,..Accountability to the community and tb the clients it Serves will eventu-

ally transform many mediocre programs. into exemplary programs, or it is
o

likely that they will cease td receive the necessary community support.

The Client Record System, as it hash been integrated witK'the Uniform Fin-

ancial Repoiting System, is tAe means by which accountability can Lecome

an integral part of any agency's plan of action.

Once the reporting forms had .been designed and reviewed and the in-

struction manual for completing the forms had been evaluated, the next

step was to develop a'systematic 'means for computing costs of- service and

units of service. This task required extensive reaearch into determining



V

indirect supervision of clients in a work training setting) and direct

(a fixed fee for a physical examination) costs of services. A worksheet

was designed to record the dollar amounts and the,number of units of

service received by each client on a weekly, biweekly or monthly basis,

depending on the internal practice's of the agency. Thirty-three

service categories were liSted on the worksheet, along with six expense

categories under which the dollar amounts and units of service were

. .

recorded. Appropriate formulas were developed to permicagency staff

to compute costs of services for the expense categories: salaries to

professional, staff, wages/salaries to supervisory staff, wages to clients,

professional fees, testing fees, and other expenses. This system provided

fora uniforM accounting of expenses as related to the delivery (39 services

to handicapped clients.

0



III. .gSULTS OF THE PROJECT

s Fundamental to the successful completion of the projett was a field

tedt'2.ar the USERS Clientilecord System. Three basic qUestions had to be g'

answered about the app1icabil4,ty and itility of ,the system: 1) Could an

agency-using phe client record system exercise greater management control

-over the agency's program? 2) Could an agency quickly and efficiently

implement the system in a rehabilitation workshop setting'? and 3) Would
. -

the amount of time and effort required to collqpt, compute, transmit,

and computerize the information work against the "turnaround" feature' of

" h

the reporting' system? Unddhbtedly the high, level of sophistication of

such a system tended to reduce its applicability and usability in work-

shops(and rehabilitdtion centers. The mere facyf computing service

6
costs could probably occupy the activities of a number of accounting clerks

for several days each month. These concerns made it imperative to field

test the client record system in a rehabilitation workshop setting.

Selecting the Field Test Site

A careful selection process began to find a suitable location to ca4ry

out the field test. It was decided that the.tield test,site would have to
. ,

C1 be within a reratively close proximity to the Goodwill national headquarters

so that the project staff could observe, first-hand, how the system was

being i4lemented. Also, it was felt that the-staff of the'proppective

facility would be more willing to undertake a field test if they knew teah-

nical assistance was relatively,. by. 'qie selection of the apprepriate
I

.1

site would also depend on the type of programs that were offered at the

agency. A facility was sought in which there were the widest mix of program
et.

empha es: a full range of rehabilitation services (evaluation, training,

work ent, counseling, placement, etc.) and transitional and terminal..

17-



sheltered employment -fo# handicapped clients. A caref 1 review of the

facilities within a radius of lo miles of the Washi gton, D.C. area

uncovered several possibilities which were contacte 4!inal field

test site was eventually selected In the city of altimore, Maryland.

The field test officially began in January 974 following the

development and testing of computer programs t analyze thecdata. All

the materials (forms, Manual, worksheets and instructions) were mailed

directly to the facility staff member in ch rge of conducting the field

test. Appropriate arrangements were made to transmit the forms and
/

other information to the national headquarters of Goodwill Industries. fi

. Ouritig the course of the field test, -periodic evaluation sessions

were conducted with the rehabilitation counselors, superOisors, and'

other professional staff to determine how well the system was working

N11:1,

and how usefhl they felt the infbrmation was in helping them to increase

their programs' efficiency. During these "feedback" sessions-suggestions

were solicited from the facility staff concerning modifications and

. ,

cnanges that could be made_in the reporting"fcIrms, instruction menu

'

worksheet, procedures for transmitting the information, etc. This
a

information was carefully reviewed by the project staff and, when-appro-
- o

priate, these modifications were carefully incorporated into the client

record system.

The results of the field test have been for the most part extremely -.

encouraging. Although the resources of the project did notiermit a

greater number of field test sites,, the-facility participating in the,

field test was felt to be suitable, to demonstrate howASystem would

and could be used. It was, found t t an agency using the USERS client

record system could mote closely onitor the internal operations of the

-25-



various programs, and as a consequence, could more- -effeCtively control

the delivery of services to the clients. It remains to documented,
-

however, whether this control has resulted in an increase in the quality

of the services provided to the client` Impressions of the fjacility

suchstaff suggest that such an increase in the quality of services will take

,longer than increasing the efficiency of the programs.- One of the major
..

.

. p

.

i

,benefits to the agency after only five months of using the client recotd
4

8yatem is a uniformity of information collected on every client. Costs

are being uniformly computed as well as units of service

hours and quarter-hours) and the system is revealing how

day is spent in direct, and indirect contact with clients.

(hodr..E7-half-

muc,h of the work-

This finding

encouraging to the project staff because it is believed chat this know-
.

ledge is a.major step in increasing efficiency and, hopefully, increasing

the effectiveness of the services provided clients.
'

The amount o Itime and effort requi

in the use of any new management infor

,cr .4;

to instruct operating personnel

tion system will always lo>ehd

sometimes difficult. In the case tlf the clientdrecord system, all of the

component parts were designed to cut down on "search" time, i.e., the time
/,

required to locate ..a,...specific, definition, category, code, etc: and Eo.place

thl'appropriate notation on the transmittal fgrm. Aside from the initial

intake interview, the forms are completed away from the client, the dis-

cretion of the counselor or supervisor. A mini um number of codes h

been used in collectinghe necessary data,'and the most frequently used

7

ones are on the ,frbtit of the initiaL intake form. This feature of the

system Is seen as a plus fac or in instructing the staff' to use the

recording forms. ErIors on the first few fo ;ms that Were transmitted to

-26-
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the national headquarters for process-tag were of a minor nature and were

of a minor nature and were easily corrected. The costs to an agency in

terms of time and effort in gathering and transmitting the infOrmation

must be 'weighed against the increase in efficiency and effectiveness

within the operating systems. Staff using,the client record system
v

felt that at present, the benefits of using it do outweigh the initial

costs. The one major area of difficurty, however, was inithe computing

h # u

of service costs. ,These procedures were time-consuming and had to be
.

,

1'
done,exactly according to the instructions/.: Howevhr, this feature of

the client'record system was seen as extremely valuable and was there-

fore carried out regularly The overall impressrn.from the facility,

staff was that this aspect of gathering the. Information could be stream-

lined internally while remaining within Oe procedural structure set out

in the manual of instructions.

The "turnaround" nature of the client record system-has'also proven

to be a worthwhile feature for several reasons. The data can be. updated

;r.

whenever the agency wishes to do so, and information can be retrieved on

any client already in the-system in a mattgr.of minutes. By maintaining

4 steady exchange of informatiOnthe client record becomes a running
.

actount9f what is being done, rather than.an historical accounting,

after the fact of-what was done.' The question raised about-the feature,

however, was how quickly and how conveniently could the data be entered

into the computer and then retrieved. Given the amount-of time required

to tragsmit information through the postal system, it was feared that

input and retrieval of information would not be quick enough to satisfy

V
the needsof the agency management staff. It was found ,however that the

needs of xhe4organization for individuarclientfinformation were less

6.
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than originally anticAated. The major requests for inifocmatiOn centered

aroundsummarystatisti.cal reports "relating to type of disabilities by

cost of services, length of time in the progrpm, etc. It Wgs concluded

that this feature of bn-line _informa'tion exchange Is a worthwhile element
o

of the client record bstem And. should be retaoined.

V

4.
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IV, .DISCUSISION AND IMPLICATIONS OF RESULTS

The objectives qf the project have been .4to develop,' implement,3.nd

evaluate a uniform management information system for use in health and

welfare agencies. A management information system has been developed

to permit any agency to exercise considerable control over the internal

,
nancial and programmatic functions so that the level of,efficiency

and effectiveness of the services delivered to.the handicapped can be

increased. Conceptually, management information systems are important

tools in obtaining the maximum possible benefice from the limited'finan-

ciaI and manpower resources of an agency. The management information

system, known as USERS (Uniform,Socio-E nomic.RepOrting System) con -

cirsists of two interrelatedreporting su systeMB, the uniform financial

reporting system and the uniform statistical reporting system. The

statistical subsystem collects information about the clients served and

o

the costs of the services provided to them by the agency. During the

three years of this project, the pribary goals have been to develop a

Workable client record system and to integrate it with'the already-

functioning financial subsystem. The results of these efforts have been

extremely encouraging in that the.client record system has been developed

and is being used by an agency with favorable results. The system is

undergoing continual evaluation 1-1 An"effort to expand its applicability

and usability.

What 43 partcularly significant about the results? What is the

meaning of these results for health and welfare agencies, for'state voca

tional rehabilitation programs; and for other interesttid agencies? What

is thT significance of these findings for `social and rehabilitation

( -
workers in the field in terms of day-to-day use? These and other questions

to-

r
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must be carefully ejamirled and a plan of action should be formulated to

implement the important results of this project`.

One of the basic assumptions of the project has been that'the manager

or managers of an agency can exercise the Watest possible control over

the agency if"he has,available'to him current, accurate and reliable

information about, the programs and the clients served. The necessary

information was assumed to be data concerning costs of services, numbers,

and characteristics of clients served, disabilities clients in relationu*

to the overall costs of rehabilitation, input of manpower and money in

relatio to (:)ttome of services, and measuresof prognSm effectiveness and
k,
efficie Given this information, a manager could improve the system or

' delivering the services, cOuid'increase the effectiveness of the services,

and could plan more realistically for future costs of program operation.

In addition, the manager would be able to account, in quantitative terms,

to the community and to re clients served for theluse of the resources

made available to the agency. This element cannot be overlooked since it

is ultimately-the responsibility of.each community to support the programs

of the health and welfare agencies. Without community support, few, if any,

proVems could be implemented and the success of, such programs would be

marginal.' In light of these faAt, agencies must be aware of the need to

explain end account to the community for the services they are rendering,

and musf e able to show that they are providing effective services in an

efficient manner.

The critical issues of the field' test have centered around the usabil-

ity of the client record system, how much of an.increase in program effec-
.

'tiveness and efficiency would result, and how costly the system ;would be

in terms ogtime and financial resources expended to implement and continue
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it. The results of the field test strongly suggest that any, agency,

large or small, can implement and use the system without experiencing

unnecessary strains on their programs during the initial implementation

phase. Secondly, the results of the field test suggest that the manage-

ment Staff are better able to monitor and control the daily operations

of the agency through the use of information generated by the` lient

TecOrd system. For example, the client record system captured data con

cerning the costs expended by agency staff in determining the eligibil-

44ty of applicants and it also showed reasons why the applicant was not,

accepted for services. The percentage of applicants accepted for

services out of the total number of applicants by sources of referral was
4

also determined. Putting these pieces.'of information together, it was

possible to determine that some form of pre-screening should take place

by the referral-source before the applicant was referred to the agency,

using criteria developed by the agency staff. It was also found that

certain disability categories could not be served by the agency for

various reasons and clients with these types of disabilities were refer-

red to other agencies immediately. Certain types' of clients required

more staff time in determining their eligibility than others. Once this

was known., it was,possible to investigate the reasons why anddthe extra

time required to make the eligibil4 determination was reduced 'consider-
.4,0

ably by instituting revised intake procedures.

All of these examples relate to increasing the degree of control

that managers can exercise once thege facts are available to them., If

the agery managers can increase the.level,of efficiency and, concurrently,

the effectiveness of their programs through the use of the management

-information system, than the tatget populations in the community will be

0

to
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better served. Feedback from the field test strongly indicates that this

deg'ree of managemelt control can be attained by -relying on the information

generated through the client record system. One of the major findings of

the field test procedure was the tremendous amount of flexibility which

exists in the use of client record system- generated information. The field

hest ageni4,(commented many times about the variety of ways in which the

data could be combined, categorized, and summarized. This high degree of

flexibility stems from the use o processingdata\rocessing equipment and
a
the""turn-

,

around" nature of the system. The benefits derived frOm this flexibility

only increase the usabili.py of the system.
..-- .

.

,

. .

As us7r.sof the client record system and the total management infor-
.

"

mation system, managers,of rehabilitation tacilities,and sheltered work-
,

ahops can benefit directly f.roM incorporating the clientirecord system in
t

their agencies. 4he.time required'toiimplement the system is not prohibi-

tive, and agency staff can begin immediately to receive information feedA

back. Onte a large ciient.data base is established, the USER system will

generate comparative statistical reporting, enabling-like agencies to

Asess and compare their service costs, program effectiveness, etc. This
y.

feature will allow a new agency to determine the norms which management

should strive to maintain in terms of program costs and pro r tfective-

ness. As a group, the manageradf agencies should be encpu ged to incorpor-f

ate the management information system as quickly as it is c nvenieht for them
r

to do so. It is estimated that there are between 2500 and 3000 sheltered'

1 0

workshops and rehabilitation facilities in the United States. A management
.

17 information system which has the caWabilities of. the USER system.would be a

.tremendous nAnagement'tooi in increasing and expanding services to the handi-.

capped, particularly nor that considerable emphasis has been-placed on the
a
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6
severely handicapped. In order 'to make .the maximum use of available

resources greater efforts than at present will be required of rehabili-

tation facility personnel as they provide services to the most severely

, -

handicapped. In.all.likelihood the present fee Structure will have to-
-

be adjusted upward to take into account increases in services provided

to the severely handicapped. This fact signifies that agency managers

must he able to document the costs they3put in providing services to

this population so that the fee structuye is equitable. The USERS

client record system will provide-the documentation for restructuring

fees'to reflect ,the ever-increasing rises in the cost of services.

The issue of agency accountability to the commuuiq cannotipe

ove oked as one of the sighificant points to consider in deciding to

incorporate the.USEe6 client record system within an agency. Today

perhaps more,thaT. ever there are nuMeous'agencies competing for the
/

support of'the community. 'Many of these agencies have worthwhile and

socially beneficial.programs which,ere meeting community needs to some

extent. Invariably, howeverl there are not enough resource the cm-
.%

munity to financially support all of these worthwhile programs and even-
'

tually hard decisiOnt have-to be madeto determine where the resources

will be placed. Social" service agencies which can demonstrate the effec-
.

tiveness of their programs and cpn show their fiscal responsibility in
4

managing the resourc allocated bo them will probably receive the
.

.> .

majority of available financial resources when the final decisions are
. .

.

made. Unless the social service agencies can receive continuing commun-

ity support, it is extremely unlikely 'that they can maintain viable

programa. Therefore, the client record'system.will,provide the required

statistical and financial documentation to help agencies increase
%Z.

I
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community support and at the same time will improve the internal function-

ing of the. organization..

The significance of the project's results for state vocational rehabil-.

itation agencies is readily apparent., Many private work6hops and rehabili
/

tation facilities receive clients from state vocational rehabilitat on

agencies on a fee-for-service basis to provide work evaluation, wok k adjust-

ment, skill training, etc. Up to this time, there has not been a systematic

means availgble to state agencies for assessing the effectivenes f services .

purchased from private agencies, nor has there been a means for private agen-

q,ies to doCument the actu3 service costs they tricur while treating state

agency spona5cred clies. ,Now that the 'USERS management. informatron system

is available to local agencies, A state agency can request summary statis-

tical data from private agencies to determine how effectively they are provid-

ing services to clients. Comparisons among private agencies will reveal
1

-those which are the most cost-effective in terns of the
I

impact or outcome

of services for the client. It may be founds that certain agencies are more

effective than other agencies fn treating a specific type of disability cate-
".

gory. . Because length of time that the client spends in the agency can be

related to the amount'of services received, the cost f these, services, and

0 . ,

the specific disabilities of the client, it will be tmssible for a state

Agency to project the amount of resources required bb provide a certain

number of services to a specific disability, group of.clients and how .many

clients can be treated during a eertain period time. Private rehabiiita-
q

t9on agencies from whom services are purchased have not been required, to

supply systematic:client data to state vocational rehabilitation agencies.

This fact has Made it extremely difficult to estimate costs and caseloads

accurately or consistently. If state vocational 'rehabilitation agencies
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'require private facilities to maintain.up-to rdate client records including

. costs of services, the result will be a more complete pictur' of the

service delivery systems, i.e., what services have been provided, the

costs dr these services, the eventual Outcome\of the,rehabilitation proc-

ess, and the length of time required to.achieve the outcome. Armed with
..._"

--ehis information, the'state agencies can-Select those private facilities

A
which have achieved greatest amount of'success to provide Services toA 8

. IState a2t..ency-sponsore ellents. As /a side benefit, there will be' a mor
,. 0 .,

accurate and equitable setting of:feesto help the'Private: agencies main-

tain quality services.

State vocational tehabilitation agencies are required to submit de-

planato the Department of Health; Education, and Welfare,. spelling

out whatthe state program will dctomplish during the,fiscal,year pro)ec-
r.

ting fiscal and manpower needs for future periods, and estimating the
.

client populations to be served in Succeeding years. There As-1E4le

ddubt that a state plan which is based ot?the most CUrint and acc a e

information available, concerning numbers of handicapped indiv/iddals and

types of disabilities does not provide.a complete, pictdre of the total

needs of the target population. A study of the 1970 data collected from

the 3R (Reciprocal Rehabilitation Reporting) system showed that among

-

clients served at private rehabilitation facilities, approximately 4510

were sponsored by state VR agenCies. In other words, over half of the

clients served by these private agencies in 1970 were not accounted for

on the state agency program. It,. s likely that many of these non-state

V program-sponsored clients will-eventually enter the state program and ql

,receive services paid for 'by the state agency. Unfbrtunately\state

VR agencies have limited 'knowledge of.this "hidden" population ana'they

4
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would therefore not be able to accurately estimate the numbers nor the

types of disabilities.of indiyidual4 in the state Who are in, freed of the

state vocational rehabilitation progium. Once again,gif the state agency

required private facilities to incorporate a client record system and

required private agencies to periodically provide summary data about

clients, the 'state agency'would be in a much better position to plan for

the needs of the statewide handicapped population.
ry

0

a

a
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V.. SUMMARY

A retrospective summary of:the project result brings out several

inportant consideraEion's for health and- welfare agencies, both public

and private.

One fact which must be dealt with before real progress can be made

relates to the general reluctance on the part-of e tbilitation agency

managers to adopt any new reporting system, regardles of how helpful

it may prove to be. The privataector of the rehabilitation community

has only recently developedan accreditation systeM to assure standards

among agencies serving the handicapped. Pressure on-these agencies to
N

adopt'auniform financial and statistiEal'reporting system must come!

from the community where the agency is located and from state and federal

rehabilitation agencies: Some,form'of uniform reporting 'must be mandatory
,

in. ny rehabilitation-workshop which receives federa\. or state monies to

serve the handicapped. Such a requirement will act as,an incentive

throughout"the rehabilitation community, to seriously ineprporate 4' 1

workable reporting system into the internal operations of .an agency. It

is the consensus of opinion among project t_tad,,, that this is perhaps the .;

only way to achieve a moderate level eol implementation of a management

information system around the country.")1 Thus, it will be the responsibility
.

of state and federal agencies to determine the types of information they

will need from private workshops and rehabilitation facilities in order

to accomplish, their mandated objectives, and to make avail Le a workable

reporting system to those agencies wishing to implement ti.-

6
The second consideration relates to the emphasis placed on serving

the severely handicapped as mandated in the Rehabilitation Act of 1973.

-37-
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The Federal-State program of vocational rehabilitation has been quite

successful over the years in rehabilitating the handicapped and.0.re'

disabled. Some have felt that thishigh level of success was achieved

k
at the expense of the most severely handicapped. In short, state agen-

,

cies may have placed more eMphasis than required on seeking out mildly

handi?apped clients, thereby ensuring a relatively high rate of "Cases

closed -- rehabilitated" (status 26).

This concerti' for serving the most severely handicapped is now

part of t e law. State vocational rehabilitation agencies have'be,gun

to focus their efforts toward this target group. Unfortunifely the

level Of financial resources needed to provide services tote most

severely handicapped has not been substantially raised, This, means

that.state agencies will have to be extremely careful 'in selecting a

private rehabilitation agency to provide services to'a severely disabled

They will want to know how effective that private.ageney has been

in rehabilitating similar clients, how much the costs'have been, and how,

-

long it has generally taken to complete the process. The question is

then -- how wily the state agencies be able to make these determihations

regarding private 'agency programs? One of the most effective ways is by

J

Means of a uniforth management informat'on system, installed in the private
l'

agency to supply factual information to state vocational rehabilitation

agencies.%

These are only two of the considerations which must be dealt with, if

vocational. rehabilitation programs wish to increase and expand the levels

of service to the handicapped'.

0
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INTRODUCTION TO CIJENT RECOiliSYSTEM

-

The Client Reccird System is a part of the Uniform Socio-Economic

Reporting System designed to provide rehabilitation facility management

personnel with a comprehensive management information system.

The Client Record 'System consists of two interrelated reporting

forms containing the basic elememWfor recording and transmitting

data, Form 721RX is designed to collect initial interview information

from referrals at intake and to transmit this information to a central

data pr6cessing center. Form 721R expands upon the initkl'intervAew

information, collecting data whichTrelate to service costs, unj.ts of

service, disabilities of.clients and outcomes of the rehabilitation

profess.

Utilization of the Client Redord System will permit facility
'94

personpel to evaluate the effectiveness of their rehabilitation program

as well as providing a uniform and detailed accounting of the client's
4

v.,41

A' progress through the rehabilitation process.

-71
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'CLIENT RECORD SYS.1 101 MANI3XL,

INTRODUCTION TO FORMS 721R and 721RX

Forms"721R and 721RX are "turnaround" documents. This means that they
are forwarded from the agency to the data procesg-ing center as a means of

4 transmitting new data, changes in data, and, updates. After processing at
the center a.cdmputer-produced 'copy is returned to the agency with the
proper changes reflected on the'form. Both forms have an. original copy and
a carbon copy. The,carbon copy will be retained in the agency files'as a

14 means of recording changes and updates and to verify changes on the computer-
. produced copy when it is returned to the originating agency. The carbon
copy shoUld be retained in the client's case folder until the computer - updated
"form is returned end verified.

PREPARATION AND TRANSMITTAL OF 721R ANI5 721RX

The following guidelines are to be used'in preparing Form 721R and
,Form 721RX.' Individual line items are 4Nned'to allow a giilen number of

ipositons id which to enter the required d a.- For example, item 143,
Disability as Reported, has 17 positions available. It is not necessary to
use all 17 positions when filling in the Disability as Reported item. All
blocks requiring dates must be entered to reflect a two-position month, two-
position day, and.two-position-year. For exarle, January 4,.1972 would be
entered as 01/04/72. All items calling for information not defined by the
coding-inructions should reflect the actual data.

In some instances, data 'as initially feported will be too lengthy
fit into the allowed number of positions. This may often be the case wi
disability descriptions. If the disability descriptions are too length'
fit into the 17 available positions, it4is advisable to use abbreviations or
to change the description to convey the same meaning but Within the allowable
number of positions.

DISABILITIES AND-,CODES'7.
-

The following list of disability descriptions and' corresponding codes
will be used for each client referred to the agency. The disability descrip-
tions are baSed on the RSA's."Reciprocal Rehabilitation eporting" descrip-
tions Nand the codes have been developed to provide a qu k and convenient.
means of referring Co client disabilities.

Disability Description Code

Visual Impairments
.

Hearing Impairments 2
Cerebral Palsy 3A
Other Orthopedic Deformities/or Functional'Impairments 3B
Absence or Amputation'of Major and Minor Members 4
Psychotic Disorders, 5A
Psychoneurotic Disoiders 5B
Alcoholism

5C
Drug Addiction.

5D
Other Character, Personality and Behavior Disorders .5E
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CLIENT RECORD SYSTEM MANUAL'

Disability Description

Mental Retardation

4

, Code

5F
EpiIhsy 6A

. - .

Cardiac and Circulatory Conditions 6B
Other Disabling Medical Conditions I 6C
(except epilepsy and cardiac conditions)

.

Advanced Age - 65 and up (for persons disadvantaged.
by reason of ageor whom any of the above descrip-
tions are not aAropriate)

Disadvantaging Conditions (for persons disadvantaged,
, hy reasons of youth, low educational attainment,
ethnic or cultural factors, prison or delinquency
records; or other conditions which constitute a
b rrier to employment for whom'ny of the above.,--
desciptions are not appropriate)

.

RECORDING A NEW REFERRAL - FORM 721RX'

When recording a new referql it is necessary to use Form 721RX. This
form contains the basic information requir o enter a new referral intoes1,p
the computer case files. 'In addition, codes d also provided on Form 721

. for convelqience in entering the information items. Information blocks r
quiring a code are marked by an,asterisk after the'iltem description. Form '4

721RX ca=n be uped.to enter the client as a'referral br as an applicant, depend-
, ing on the amount of information available at the initial intake interview.
The original copy of the form will be 'forwarded to -the comput4r center and tie
carbon copy will be retained in,the clients case folder to document and verify
what has been sent to the computer center

7

UPDATING'AND/OR CHANGING THE CLIENT RECORD - Tr2RM 721R

Once the computer center has received and processed the initial Form
721RX, it will duplicate all the information items recorded on Form 721RX and
return a new Form 721R to the agency. This new form will be used to Update
and /or change die client's record at the computer center' and to record addi-
tional client information by the agency staff.

Form 721R has been designed so that changes and/or updates can be written
in above the printed line. If a change is necessary, the initiating individual
shouldprint the correct information above the line item which is incorrect or
incomple e. All changes or updates must be printed and made with a ballpoint
p en8

The original copy of Form 721R is then forwarded to the computer center and
the client's fire record will be updated.,, The computer will duplicate the
client's record on a new Form 721R and return it to the agency. This procedure
will-be followed until the client completes the rehabilitation process and is
closed from the agency rolls. To summarize, updates and/or changes will always,.
be made by the agency staff on Farb 721R. The form will be sent to the center,
processed by computer and.a corrected or updated copy of Form 721R will be
returned to'the agency. -

r-
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CLIENT RECORD SYSTEM MANUAL

THE CASELOAD STATUSES

There are 13 status classifications in even numbers under the caseload
coding structure. The odd numbers have been excluded from the coding struc-
ture to permit'local agencies to record additional detail in cage progress
recording. When an Odd number is assiffked-to a unique_agency status, the
definition and description of the status should be coordinated in advance'
with the data processing center.

REFERRAL AND APPLICANT STATUSES

STATUS 00. REFERRAL. This status represents entrancettnto the agency's rehab-
iltt4.-eion process for any individual who meets the following definition of a
referral: An individual who has applied to or been referred to the agency by .

letter,.by telephone, by direct contact or by any other means, and'for whom
the following miniwm information has been furnished -- 1).Social Security'
number, 2) case number, 3) source of referral 4) primary,aponsJor, 5) name,
6) address, 7) date of birth, 8) sex, and 9) disability as reported. All such
individuals wilt be recorded and reported on Form 721RX even though the agency,
may close out (Status, 08) the referral almost immediately as being deemed
inappropriate or for other r,asoits.

STATUS 02. APPLICANT. Applicants are referrals (Status. 00) placed.in Status 02
as soon as the inaividuL request services from the agency and proN;ides all the
information requested on Fo (Blocks 101 through 144).

While th4 individual is in is status, sufficient information is developed
to determine appropriateness and availability of agency services in relation to
the scope and severity -'of the applicant's reported disability. When an. agency
has determined that the appLi&ant is eligible for services and that the services
are. available, the applicant can be moved to one of the In- Servic' statuses (14,
16, or 18)% If the applicant is not eligible for services or these services are
not available from the agency, the applicant can be closed (Status 08) from the
rehabilitation process at this time. However, the agency has the- option of placing
an applicant,in Extended Evaluation, Status 04, prior to making this determina-
tion.

EXTENDED EVALUATION STATUS

STATUS 04. EXTENDED EVALUATION. The Extended Evaluation status (04) is provided
for purposes of determining fan applicant's rehabilitation potential by the agency.
An,applicant having a physical or mental disability which is a substantial handi-
cap to.employment can be placed in the xtended Evaluation status for ekt...ensive
evaluation and diagnosis. An applicant placed in this status remains in extended
evaluation until the agency has determined whether rehabilitation services can or
cannot render the individual fit to engage. in a gainful occupation. The indivi-
dual can be moved from this status to either the In-Service statuses ,(14, 160 or
18) or Closure status (08) when it is determined that either (a) there is a
reasonable expectation that the individual can be- rendered fit to engage -in a
gainfulooccupation (In-Service statuses 14, 16, Or 18),,or (b)Hthere is no. like-
lihood that he can be rendered fit to engage in a gaihful occuPation (Closuit,
"Status 08).



CLIENT RECORD SYSTEM MANUAL

CLOSURES FROM REFERRAL, APPLICANT,--6R--.
P, EXTENDED-EVALUATION STATUSES

STATUS-08. CLOSED FROM-REF RRAL, APPLICANT, OR EXTENDED EVALUATION TAT SES.
This status has been provi ed to furnish a means for idAtifying all pe ons
not accepted for services, whether closed from referral status (00)7,. applicant
status (02), or extended evaluation status (04). Ail persons processed throligh

,

referral, applicant,'and/or extended evaluation, and not accepted into the
active caseload for rehabilitation service's, will,be closed in status 08. If
a client is accepted for services and has teen placed in an In- Service status
(14, 46, 18), he can also be closed in status 08 the client has not begun
to receive any rehabilitation services from the agency.

N

IN-SERVICE STATUSES .(STATUSES 14, 16 AND 18).

The In- Service statuses are provided for case progress designations to
indicate the kind or kinds of services given to the client to prepare him for
employment. In those instances where a client receives restoration and train;
ing services simultaneously, the client should be identified by the service
which is running for the longest period of time. In those instances where both
services run concurrently, the client will be assigned to the status, considered
to be most important for the individuals preparation for employment. It is
not feasible, for reporting purposes, to record concurrent stakuses for indivi-
dual clients. However agencies which can benefit from concurrent status
information may wish to record fit, for use pnly, on Form 721R. Space
has been provided (Blocks 265 through 292) o record the client's status history
throughout the rehabilitation process. Concurrent statuses can be recorded here
on Form 721R.

STATUS 14. COUNSELIN6AND GUIDANCE ONLY. Thi's status should be used only for
those cases which counseling; guidance and placement are the only services
required to prepare the client for employment. This status is not to be used
to reflect the counseling and guidance which takes place during the progress of
training, or physical or mental restoration. However, in those instances, where
there has been a breakdown in the case progress after other services have been
provided, and it hasbeen deterthined bythe agency's professional staffzthat
substantial counseling and guidance are essential to the successful placement
and rehabilitation of the individual, the Client may be entered in this status.

STATUS 16. PHYSICAL AND MENTAL RESTORATION. A client- is placed in this status
if he is receiving medical, surgical, psychiatric, or therapeutic treatment, or
is being,fitted with an appliance. A case remains in this,ktatus-until physical
and mental restoration services are completed or terminated

STATUS 18. TRAINING. A client is placed in this status it he is actually
receiving one or a combination of the following types of training: (1) training
in,Aa public or private school; (2) training within an agency or in a commercial
or industrial establishment underemployment conditions; (3) training being
given under conditions other than school or employment. Clients remain in this
status until the training is either terminated or completed.
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(- EMPLOYANT STATUSES

STATUS 20. READY FOR EMPLOYMENT. A client is placed 10.1111,s status when he
ilas completed preparation for employment (counseling, guidance, treatment,
citting of an appliance, trainin.g, e'tc.) and is readyto accept .a job but has
trot yet been placed, or h&been placed but has not yet begun employment.

STATUS 22. IN EMPLOYMENT. 'A client is placed in`this status when he ha§ been
prepared for, been placed in, and begyn employment. He must be followed in
this employment fork minimum.of 30 work days priOr to being cl;sed rehabili=
'tated '(status 26) to insures adequacy of employment in accordance with the needs
and limitations of the individual. Homemakers and unpaid family workers shbuld
beincluded under this status ylhile they meet'the observation criteria.:

SERVICE 'INTERRUPTED STATUS

STATUS 24. SERVICE INTERRUPTED. A client placed. .n this status if rehab-
ilitation services are interrupted while he as in 14, 16, 18, 20 or 22. Such
cases are then held in status 24 until the client returns to one of the afore-
mentioned statuses or until the case is closed (statuses 26, 28 or430).°

CLOSURES FROM THE ACTIVE CASELOAD

A client remains in the active caseload (statuses 14-24) until,he has comL
pleted the rehabilitation process or until it 4as been determined that the
rehabilitation process should be discontinued. Cases closed from the active
caseload are classified in one Of the following categories.

STATUS 26. CLOSED REHABILITATED. Cases closed as .rehabilitatecklmustas a
minimum, (1) have received appropriate diagnostic'and related services;
(2) have received appropriate counselingt and guidance; (3) have received essen-
tial rehabilitation services in preparation for gainful employment; and (4), have
been determined to be suitably employed for a minimum of30 Work days.

4

STATUS 28. CLOSURE - TERMINATED BY. AGENCY. Cases closed in this category must
have Met Criteria (1) and (2) above, and have received at least one rehabilita-
tion service in preparation, for gainful employMent. However, for reasons
determined by the appropriate agency personnel, the client has been terminated
from the active caseload (statuses 14 through 24) of the agency. Also included
in this category are clients who transfer to another agency for services.

STATUS 30. JCLOSURE - CLIENT SELF-TERMINATION. Cases closed in this category
must have met criteria (1) and (2) above, and have received at least one
rehabilitatiqn service in preparation for gainful employment. However, the:
client chooses to discontinue participation in the rehabilitation procesa.

NOTE: If a client has been accepted for services (statuses 14, 16 and 18) but
has not begun to receive any of the services, he shs3uid be closed as
status 08 instead of closure in status 28 or status 30.
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SECTION I - RECORDING ANEW CASE - FORM 721RX

Cases not current117 in some active status.Will be treated as-new cases,
incliding all cases previously closed in statuses '26, 28, 30 and 08. Each new
client will be entered' into the computer, file through the use of form 721RX.
The reporting agency will complete Form 721RX with the information necessary
to enter the-client in the desired status. The original copy of the 721RX
form'is used to transport information to the data processing center for new
clients. The e-a_rbon copy remains in the client's folder to document what. has
been sent to the data processing center.

MINIMUM DATA ENTRY REQUIREMENTS: STATUS 00 (REFERRAL). All cases recorded in
Status 00 (Referral). most, have \the following minimum information available

1. Social Security Number (Block 101)
2. Case Number (Block 102)
3. Referral Source (Block 106)
4. Primary Sponsor4(Blodk 107)
5. Name (Blocks 108-110)
6. Address (Blocks 111-114)
7. Date of Birth (Block 147.)
8. Sex (Block n>8)

"9. Disability as Reported (Bloc IC -.-1.43)

NOTE: Form 721RX can be forwarded to the Data Processing Center for
processing withionly this minimum information entered if the
referral is cicAed immediately.(status 08) at the time of the
first interview. In these instances,-the Reason for Closure
(Block 145). should-also be completed. It is desirable, however,
that the agency complete as many items as pdssible even though
the case is closed immediately.

If the referral is not closed at the time of the first interview, tne
following information is to be recorded on Form 721RX before it is:forwarded
to the data processing center for inclusion into the computef case files.

Block 101 - Social Security Number (9 characters). The client's Social
SecUrity number will be recorded if it is available. If the Social
Security number is not available at referral, leave this item blank and
the.number can be added later when it is obtained. Every effort should
be made to obtain a Social Security number fin- a client if he does not
have one.

Bloy. 102 - Case Number. (10 characters). A ten-digit case number Must be
entered here. This case number consists of three parts:

Digits 1-3 consist of a unique agency number supplied to the
agency by the center.

Digits 4-5 consist of the last two digits of the calends ear' in
hich the. client enters into the rehabilitation process.
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Digits 6-10 consist of a .1-digit case designation beginning with the
.number 00001, and runs Consecutively. frOm this number. Each client
will have a unique case designation assigned by the agency. At the
beginning of the calendar 'year, the; agency''Will return to the number
00001 to designate the first case and will'continue consecutively
from this number. An example of.a case,number follows:

432A - 72 01412
Unique Agency Year Unique client

Number °Number
C

' Block 103 - Action Code 9. character). This item will be entered on the form
'ien recording any change or update. When recording a new referral the
item will be completed to reflect a new case oot'previously in the case
information file (Code 1). A revision, update or adjustments on an active
case.already in the computer file will be recorded as Code 2.

Brock 104 - Current Status (2 characters). All, cases- recorded on Form 721(RX
mupt be recorded as either 00 (referral) or 02 (applicant) status. ff the
case is to be placed immediately in one of the In7Service statuses (14, 16',

or 18), the additional information required to enter a client in an In-
Service status can be documented on the carbon copy of Form'721RX in the
client's folder and ter forwardedto the venter on Farm 721R as an update.

Block 105 -,'Referral Date (6 chgracters). This date reflects the date the client
is accepted as a referral. Once established, the referral date will not
change.

Block 106 - Referral Source (2 characters). Enter the appropriate 2-digit code
to indicate the Source 'of referral. The -codes can be found on Foga 721RX.

Block 107 - Primary Sponsor (2 characters). Enter the source which will directly
pay the agency for the major part of the services rendered to the client;,
that is, indicate the source to which the agency submits a bill for services
and from which it expects reimbursement. II the client is billed and remits
payment, use code 0 (self and familp).even though the client was being
reimbursed by, insurance or Workmen-IsCompensation. If payment is received
,directly from the insurance company, however, the,code would-Fe 1; if ,

payment is received directly from Workmen's CoMpensation, the code would
be 2 and so on. The codes are found on'Form 721RX.

,Block 108 - Las, t Name (16 characters) Enter the client's last name.

Block 109 7 First Name (7 oharacter% Enter the client's first'aame.

4. Block 110 --Middle Initial (1-character). Enter_the client's middle initial.

Block 111 - Street Address, Box or Route '(20 characters). Enter the client's
house number, street., name, box or 'Street number.

Block 112 - City (17 characters). -Enter the name of the city Of the client's
residence.
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Block 113:- State (2 characters). Enter the 2-digit postal service abbrevia-
)tion. (See-page.'24 for a complete listing of state codes.),

Block 114.-Zip Code (5 characters). Enter the appropriate Zip Code.

'aloe. 115 - Telephone Number (10 characters) Enter the client's area code
and phone number.

'Bloc 116 - Previous or Maiden Name C16 characters). r.If the client is female,
married or divorced, enter her previous or maiden name.' If\ the client
has been

I>

served previously by the agency undet another name;, enter this.
.

name.

Block-117 - Date of Birth. (6 character)s).D Enter the client's date of birth
(month, day, yeat). t i

)

Block 118 - Sex (1 character). Enter M
.,

or F designating male or\female,

BLOCKS 119 THROUGH 139 WILL NOT BE COMPLETED AT THISYTIME.
4.

Block0140 - Previous Closure:, Within 36,Months, Indi ator '(1 character). Enter
the appropriate indicatoibode: Y (Yes), N (No , or X (believed closed
but information not available). If code X is e teed a file search will
be made for the proper infotmation.

Block 141 - Status (2 characters). I the client ha
agency within the past 36 months, enter the app
(08, 26, 28kor 30).

been closed from the
opriate closure status

I ,
Block,142 - Date (4 characters). Enter the date (month and ygar) the case

: 4,4i,was closed.
)

Block 3 - Disability as Reported (17 characters) Enter the description of
t e disability as reported at time of referral. It is recognized that the
isability as first reported may At be the primary or secondary disablingr
ondition as diagnosed, described and coded at the time the client com-
letes the referral process.

4

Block 144 -- Disability Code (2 characters). Enter the appropriate disability
code. The codes can be found on pages 2 and 3 of this Manual.

A
Block 145 - Referral Outcome - Not Accepted: Reason (2' bhS.lecters). If the

client is n9tacceptda for extended evaluation or rehabilitation services0
and is closed 'from, either 4catus UU (referral) or Status 02 ,(applicant)

,

enter the appropriate code. The codes can be found on Form 721RX. /

. Block 146 - Referred To (2 characters)." Enter the code which best describes to/
what organization or agency a client has been referred when he.cannbt be/
served by the agency. Tf it is not appropriate or possible to refer the
client elsewhere, enter code O. The same codes used to designate referral
source will be entered fot this item.

7'
, \ 6

,. //
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Block 147 - Closure Date (6 characters). .Enter the date of closure (mtint
day, year) if the client is not accepted for extended evaluation or
rehabilitation services,

Block 148 - Accepted for Extended Evaluation (1 character). Enter an X j,f
the client is accepted for extended evaluation.

Block 149- Accepted for Rehabilitation Services (1 character). Enter an X
if the client is accepted fot rehabilitation services.

Block 150 - Cost. to Agency (3, Characters). This item' should be completed only
i,,, for clients clo4e(C\Irom referral (00) or applicant (02) status. 'Enter
' the cost to the agency based on the number of manhou'rs and other expenses

required to make the determination of closure (08).

This represents the informablon items which must be'completed to record areferral (Status 00) on .Form 721RX, I' additional Information is available, aclient can be entered as an applicant (Status'02) on Form. 721RX at the time of
initial intake. These requirements are described below.

DATA ENTRY REQUIREMENTS: STATUS 02 (APPLICANT). A client can be entered
directly into the computer case file as an applicant (Status 02) if all the
information items in SeAion I of Form.721RX can be completed by the agency
staff. at initial intake. At thiS time; Block 104 (Current Status) Will becoded as 02.

NOTE: The following instructions are for enter,ing a client not currently
in the computer files as an applicant (Status 02) and no for moving
a client from referral (00)-to,applicant (02) status. A client who
is moved from referral to applicant status will have already been
reported to the center on Form'721RX with all referral information
items entered;; and the agency will have'received back a-computer-
produced copy of Form 721R with_the referral information recorded. -

The agency will use this'72111.form to move the client from referral
.to applicant status.

All of the information items found in Section I of Form 721RX must be com-pleted to enter a client as an applicant. Many of them have been"described
previously for recording a referral. , The following instructions are providedto complete the information items necessary to record an applicant.

0'
Specific instructions for these items_ are:

Block 119 - Marital Status (1 character). Enter the appropriate code to indi-
cate the client's marital status at time of referral. TheseCodes cant befound on Form 721RX. Persons in common-law marriages should be coded as"married" and persons whose only marriage had been annulled should be
reported-as "never married."

Block 120 - Number of Dependents (2 characters). Enter herze the exact number of`dependents the client claims.' Dependents are persona for whom .the indiVidual,
as recognized as the head of the household, has major responsibility for pro-,
viding the essentials of dairy living. ever, if th client is not the
head of the ,household, he would-not ha e dependents. or example:
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a) The family or household cons is of a husband, wife, and two
children, and the husband is, the recognized head of the household.

1) If the husband is the client, he, has '3 dependents.
2) If the wiLd is the client, she has zero dependents.
3) If either or both children are clients, they'have zero

dependants.
4) If husband and wife are clients, the husband has three, the

wife zero dependents.

b) The family ,:,insists of a woman (recognized as ,head of the house-
hold), supporting a child and the woman's mother, with no husband
present, by court decree for separation or divorce, by death, Isy
desertion, or because he is institutionalized:

1) If the' woman is the client, she has VWd dependents:
2). If the child is the' client, he has zero dependents.
3) If.the mother is the client, she has zero dependents.
4) If the husband is the client, and by court order is' responsible

for the financial support of one or more of the above, he
has zero dependents because he is not the recognized head of

d
the hovsehold.

Block 121 - total Number in Family (2 characters). Enter the number of persona
'in the family of which the individual is a member. This, item should never
be recorded as zero since the Client will &Ways be included in the family.
"Family" is.defined as those persons living in the same household who are
related, 0 one another by blood, marriage, or adoption.

Block 122 - Resular Education (2 characters). Enter the highest grade completed
for clients educated under a regular educational system. If the client was
not educated under a regular educational system and is not mentally retarded,
an equivalent grade should be calculated. If the client is mentally retard-

..ed, code this item "XX".

Block 123 - Vocational Education (2 characters). Enter the number of years of
vocational education received by the client. If the client has not received
vocational education, enter a 0 in the block..

' Block 124 - Weekly Earnings (3 characters). Enter the amount,Ito the nearest
dollar, that the individual earned in the week prior to the date he was
referred'. If the client has no earnings, enter '0' in the space provided.
Income'as reflected in this item should in4ude the gross earnings of the
individual. .If the amount exceeds $999',.. enteP 999.

13lock, 125 - Total Monthly Family Income (3 characters). Enter the ameTrit, to
the nearest dollar, of the monthly income of the family of which the client,

a member. This item should he recorded'for the month preceding the date
/referral and gross income should be toed. If there is no income, indicate

this by marking '0'. If the family income is more. than $999, enter R99.
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Block 126 - Source of Support ( character). Enter tote one-digit' code indicat-ing the syent's primary s urce of support. The primary source is simply
his largest source, even i it/is less than 50 percent. The general rule
is, that the support should' be attributed to a-particular source only when
it relates directly to the individual, or he is directly involved. A
common source of error in coding source of support involves assigning
earnings of, or payments to, -other household members as the source of
support rather than "family and friends" which is the proper source to ;report. For example, a female client who is supported through the currentearnings of her husband or by his unemployment insurance should be recordedfor pr ary source of support as "family and friends" and not as "currentearni " or "unemployment insurance."

Block 127 y Work Status (1 character). Record the code of the activity whichdefineS what the inditiidual was actually doing during the, week prior toreferral. The codes and definitions for each are indicated below. Code Y,"Not available," is to be used only for those individuals with whom a
personal contact could not be established or the information was'n6t other-wise available.

Work Status - General Instructions. A person who did any work at all during
Ehe week (except when paid "ilkkind" or a trainee or worker in the ndst=C-bmpeti-
Live labor' market) is to be classified in one of the first six categories
Codes 1 through 6). AnYifi,i5erson.not meeting this criterion should be classifiedas non-working (Codes 7 and 8) or aa-a trainee or ybrker in the non-competitivelabor market (Code 9).

Codes 1 and 2 - Wage or Salaried Worker. A wage or salaried worker is an .'individual who'did any work at all during the Pweek"4for a private empir/oyer or
for the government (federal, state, or local) for wages, salary, commission,
type or piece rates. Not included k,this category are persons working only forlay fn kine,(Code 8) or in any of the folltiwing groups: Work for one's'self
or in one's' own bifsiness (Code 3); BEP work in State-Agency-Managed BusineSs
Enterprise (Code 4); homemakers (Code 5); work for which there was no wage orsalary on a family' farm or in a family business (Code 6); or voltinteer work for
Red Cross, church, and other nonprofit agencies;'and-unpaid work for a friend
or relative (Code 8). For trainees or workers in the noncompetitive labor
market, see Code 9.

Code 1 - Competitive Labor Market. This category refers to work for wages,
salary, commissions, etc., as defined above, but does not include wrk in
sheltered workshops. Code 1 includes wage earners on farms, but not share-
croppers or self- emplred farmers Code 3).

1

Code 2 - ShelteredWorkshop. This category refers to all persons who work',
for wages or salary as defined above ir( a workshop conducted by a nonprofit
organization which provideswork under special conditions for physically or
mentally handicapped individuals unable to enter or not ready for competitiveemployment. Workshops in which such activities are conducted are variously
referred to as rehabilitation, community, curative, sheltered, indikstrial,or occupational workshops.,
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Codes 3, 4, 5 and 6, - Workers Not Wage or Salaried. -Classified under Codes 3
through 6 are thog6 individuals who are working, but are not receiving a wage
or salary.

code 3 Self-employed (except giP), This category refers to work for,.
profit or fees in one's own business, farm, shop, or office. Superintend,
ents, foremen, managers, and other executives hired to manage a business( '

or farin, officers of corporationt, and'salesmen working for a commission
shoUld not be classified 4nder this code, but under Code 1. "Self-

- employed" includes sharecroppers, but not wage'earners on farms.

Code 4 - State Agency-Managed Business Enterprises (BEP). This category
refers to vending stands and other'small businesses for the severely dis-,

under the management an/d supervision of a state agency. It Includes
ho e industry, farms, and-other enterprises, Home industry refers to work

formed.untdet the management and supervision .o.f.a'state agency in the
C/lientr.s own home or residence for wages or salary on ,a piece-rate, hourly,
weekly, or. monthly basis. Such employment may be engaged' in by persons
capable of activity outside Ghe home as,well as by homebound persons.

Code 5 - Home This catiegOry refers to persons (male or female)
whose principal activity is'keeping house for their families. Persons
unable. to perform any or'their homemaking duties in the "week" should not
be included here,dput should be classified as "Not working: Other'''. (Code 8).

Code 6 - Unpaid Family Worker. This categor4jArefers to persons who work
without pay on a family farm or in a family business operated by one or more
membersof their own family. Persons whose usual 'principal activity is
unpaid family work whoare.unable to carry on any of these duties in the
'week" should be classified as "Not working: Other" (Code 8).

Codes 7, 8 and 9 - Not Working. This includes students and all others not
included in the "working" categories.

Code 7 - Student.- This category refers to persons who are attending school
in'the "Week" and cannot be classified in one of the preceding "working"
categories.

,;..

i:f:d.i

1

Code ,- Other. This category refers to persons not in the categories above.
Examp es include (a) persons just out of school who ytavei been unable to get
jobs; (b) persons unable to retain or obtain work; (c) persons not able to
perform their homemaking duties; (d) persons confined in institutions,
including places providing.specialized medical care, homes for the aged,
prisOns and jails; and (e) persons 'receiving only pay "in-kind" (meals,
lodging, etc.). Do not include those attending school in a home or special-
ized school,for children (Code 7).

Code 9 - Trainee or Worker (Non-Competitive Labo Market). This category
refers to pertons who, although they may:have rec ived stipends during the
"week" for work or services performed, were functioning essentially in a
non-competitive environment. Code 9 should be used mainly for persons
participating in work experience3 work training, or work adjustment programs
such as those sponsored by the Offide of Economic Opportunity, the Department
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of Labor, and the Department of Health, Education, and Welfare:. Those
individuals employed in workshops or sheltered workshops should be coded
"sheltered workshop worker" (Code 2).

,Y - Not Available. This code is to be used when the information is not
available.

Block 128 - Spanish Surname (1 character). Enter Y (Yes) or N (No) to indicate\
whether or not the client's surname is of Spanish origin. It is recommended
that determining the origin of the surname be made by observation only
Questioning/the c ent directly is not encouraged.

- Race' 1 characte . Enter the'appropriate'one-digit code on Form
721RX. Information necessar o complete this item shottld be obtained by
observation only. Eliciting infor. 12 ion from the individual.as to his
racial identity, is not encouraged. An dividual should be included in the
group to which he appears' to belong, or i so regarded as belonging in the
community. Included under "Other", Code .4, =re Chinese, Japanese, and other.
persons not identifiable by one 04,the other c es. Da;er."Not
Code Y hould be included individuals with who personal contact was not
made, and-the data were not otherwise available.

Block 130 - Public Assistance--Type (1 character). If the client is a recipient
of Old Age Assistance (OAA), Aid to the Blind (ATB), A'd to the Permanently
and Totally Disabled (APTD), Aid to Families with Depen nt Children (AFDC),
General Assistance (GA),or any combination of. the above ypes, the proper-
code will be entered. If t-ie client is Rot receiving publ'c assistance,
Code 0 will be entered. The appropriate codes 'art listed o Form 721RX.

Block 131 - Public Assistance--Monthly Amount. (3 characters). Ente the total
amount of the monthly payments made to or for the client and hi dependents
in the mdnth preceding the date of arrival. 'Enter the actual do lar amount.

Block 132 Time on Public Assistance (1 character)c. The appropriate c de.will
be entered to reflect the length of time the client has been receive
public assistance. The appropriate codes are found on Form 721RX.

,Blocks 133 - 137 -- Federal Programs. This series of items is to be used to
identify clients with various Federal programs from which they may be
receiving services or with which theymay be associated.

Block 133 - Armed Forces Rejectee (AFR) (1 character). This block should
be .marked with' an "X" if the client was befWeen the ages of,17 and'26
and male at the time of referral, without regard to whether he was
rejected at thellocal draft board or an Armed Forces Examining Station.
A Selective Service classification of 4F or 1Y is sufficient td
indicate an "AFR" identification.

Block 134 - Minor Medical, Services NMS)( (1 character), Clients accepted
as referralsfrom state vocational rehabilitation departmen s who
were referred to them for minor medical services under th npower
Development Training Auet should be identified:by entering an "X" in
this block.
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Block 135 - rator A ricultural Worker MAW 1 eharac . Clients
identified as being in a migratary.agricultural worke s projects should
be indicated by entering an "X" in this block:

Block 136 - Public Offender (PO) (1 character). Clients ide tified as t

public offenders shpuld have an "X" entered in this block. For
purposes.. of reporting, a public offender must have been onvicted
(or "adjudicated" in the case of a juvenile) of a public offense and
this offense (and history of previous offenses) is consid red to be
a signtticant contributing factor to his inability to obta n or retain
suitable employment,.
n.

Block 137 .-- Work Incentives Program (WIN) character). This bock should
be marked with an "X" if ehe client was identified with the SIN program,
,regardless of individual payment or funding arrangements.

Block 138 - Age et Onset (2 characters). Enter the age of the client at onset of
the disability. If the client has a congenital disability, Code 0 hould be
used.

Block, 139 - SSD1 Status (1,character). Enter the appropriate one-digit co .e from
the list of codesprovided on Form 721RX. The code,will reflect the ost
curreilt applicant status of the individual. This information,can gene ally
be obtained from the client himself at the tire of the initial intervi w.

4

This completes 'the in ormation requirements for recording an applicant
(Status 02) into the compu r case files. Upon receipt of Form 721RX, the ce ter
will record the informatio and return to the agency a computer-produced copy of
Form 7-21R with the appropriate data printed on it. Futute changes, updates, o
revisions will be transmitted to the data processing center on Form 721R.

NOTE: The agency shdiffd complete Blocks 145-147 and Block 156 if the
applicant is not accepted for rehabilitation services, just as in
the case of a referral not accepted for rehabilitation services.
Blocks 148-149 should also be completed if the aciplicant is
accepted for extended evaluation or rehabilitation services.
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SECTION II - SERVICES TO CLIENTS

Section II of Form 721R serves to record dollar costs of services and
units of service-received by the client. These figures should lie kept on a
current basis in order to 4nimize reporting errAs. When Section II (lines
E thrpugh I) has been compleeed, or at three Month intervals, from the date of
referral, Form 721R should be forwarded to dhe center to update the client's
case record. A computer-produced copy of the form will then be, returned to
the agency with the updated information recorded. In this manner the agency
can maintain a current accounting of the cost of services rendered to each
client.

NOTE: A client who receives services from the agency will hSve been
reported to the center as_an applicant (Status 02) on Porm 721RX
or 71R. All information in Section I -.Recording a NOR' Case
will have been completed prior to recording the client as re-
ceiving services from the agency. In the event the client is
put into extended evaluation (Status 04) for diagnosis and
evaluation to determine employment potential, he can be moved
to an In-Service status (14, 16, 18) from Status 04. a

Following are the instructions for completing Section II - Services to
Clients.

Block 103 - Action Code (1 character). Action Code 2 should be entered to
indicate an update.

Block 104 - Current Status (2 characters). Enter the status of the client
with'the applicable 2-digit'code.

Blocks 151-153 - Primary Disability and Code (17-2 characters). Enter the
description and code of the diagnosed primary disability. Descriptions
and codes are found on pages 2 and 3 of this Manual.

Blocks 153-154 - Secondary Disability and Code (17-2 characters): Enter the
description and code of the diagnosed secondary disability. bescriptions
and codes are found on pages 2 and 3 of this Manual.

,Block 155 - Multiple Disabilities (1 character). Enter the exact number of
disabilities which have been confirmed by diagnosis, not including the
primary and secondary disabilities indicated above.

Blocks 156-157 - Vocational Objective and D.O.T. Code (19-4 characters). Enter
the vocational objective as determined by the evaluation of employment
potential, community needs and services which can be provided by the
agency. It is possible that during the course of the rehabilitation
process an adjustment or revision of the vocational objective becomes
apparent to the professional staff of the agency. At this time, the
vocationaljobjectiVe can be revised and reported to the computer center.
Use the first four) (4) digits of the current D.O.T. code structure to
enter the vocational code.
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SPECIFIC SERVICES TO CLIENTS

The cost 'of servic is to be indicated for each service that is provided
directly by the agency or arranged for by the agency to be provided by another,
source. In many instances, the costs of rendering a-particular service or
series of services are reimbursed or provided to the agency by a third party
(State DVR, insurance, etc.) cPr paid directly by the client. Five cost-arrange-

t indicators have been developed to describe these different cost arrange-me

ents. The appropriate pne-digit cost arrangement code should be placed in the
block marked "IND" when entering the dollar cost o the service.

The codes to be used are presented below:

1. Total cost assumed by agency
2. Pre-paid Fee
3. Total Cost Reimbursed or Paid to Agency'
4. Cost Divided Between Agency and Other Party
5. Other Arrangement

The unit of service is to be recorded also wherever appropriate. The
following descriptions1ad definitions of rehabilitation services indicate the
correct unit of service to record if the client receives that particular service.
In some instances, the unit of service is not appropriate and is therefore not
indicated.

EVALUATION (Blocks 158-169)

This category includes diagnostic and evaluation services required to
determine employment potential or to asceltain the nature and scope of rehabil-
itation,services.needed. Services provided to a client while in extended evalua-
tion (Status 04) should be recorded in the actual service category, i.e., Physi-
cal Therapy, Homemaker Services, etc.

Blocks 158-160 - Psychological Evaluation - Unit - Indicator (4-3-1 characters).
Included is evaluation to ascertain the various psychological factors
influencing the client's rehabilitation potential. Enter the @mount of
expenditure's and the number of hours of service received by the client.

Blocks 161-163 - Medical Evaluation - Unit - Indicator (4-3-1 characters).
Included is evaluation to ascertain the medically-related factors which
influence the rehabilitation potenial of the client. Enter the amount of
expendrbires and the number of hours of service received by the client.

Blocks 164-166 - Vocational Evaluation Unit - Indicator (4-3-1 characters).
Included in this service are work- riented evaluation techniques to deter-
mine the highest level of functioni g including work potential, learning
capacity, skills and interests. En er t&he amount of/expenditure and the
number of hours of service received by the client.
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Blocks 167-169 - Other Evaluation - Unit - Indicator (4-3-1 characters).
Included are other evaluation services not described above to determine,
the rehabilitation potential of the client. Enter the amount of expendi-
turestures and the number of hours of service received' by the client.

PHYSICAL AND MENTAL RESTORATION (Blocks 170-197)
', This'category includes medical and medically-related services which are

\necessary to correct or substantially modify4-physic4 or mental pndition.
.

Blocks'170-172 -.Ph - Unit - Indicator (43-1 characters).
Included are medically-prescribed treatments of disease or injury under
the,supervision of a registered and licensed physical therapist to achieve
the maximum physical capacities of the client. Enter the amount of expend-
iture and the number of hours of service received by the client.

Blocks 173-175 - Occupational Therapy - Unit - Indicator (4-3-1 characters).
Included are medically-prescribed activities by a registered occupational
therapist to aid the client in developing his vocational potential and
his capacity for daily living. Enter the amount of expenditure and the
number of hours of service received by the client.

4

Blocks 176-178 - Speech and Rearing Therapy - Unit - Indicator (4 -3 -1 characters).
Included are rehabilitative services provided by a professional, certified
therapist.. Enter the amount of expenditure. and the number of hours of
service received by the client.

Blocks 179-181 - Medical Services - Unit -- Indicator (4-3-1 characters)°.
Included are services provided by a licensed physician who can give pro-
fessional medical services to clients. These may include medical examina-
tions,; treatment for illness or injury, etc. Enter the amount of expendi-
"ture and the number of hairs of service recelived by the client.

Blocks 182-184- Psychological-Services - Unit - Indicator (4-3-1 characters).
Included are professional psychological services such as counseling on
problems of personal ad4ustment to the client, family, and community;
counseling of the family in its role in the rehabilitation program.of the
client, etc. Enter the amount of expenditure and the number Of hours of
service received by the client.

Blocks 185-187 - Nurs'ing Services - Unit - Indicator)(4-3-1 characters).
-----Incla-deda-rrnursing services such as treatment of clients, dispensing of

eprescription medicines under a doctor's instruccio etc. Enter the amount
of expenditure and the number of hours of service re ved by the client.

Blocks 1887190 - Dental Services - Unit - Indicator (4-3-1 characters).
'Included are services provided by a licensed dentist who can give pro-

. fessional dental services to clients. Enter the amount of expenditure and
the number of hours of service received by the client.

Blocks 191-193 - Social Services - Unit - Indicator (4-3-1 characters). Included
are casework services provided by a trained social worker. Social services
deal primarily with personalrpounseling, family relationships, housing,
financial* problems, etc. Enter the amount of expenditure and that number of .

hours of service received by the client.

4
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Blocks 194-195 - Medication - Irgolicator (4-1 characters). Included areprescrip-
tion and non-prescription medicines and drugs purchased for a particular
client for his individual needs. Enter the amount of expenditure for medi-
cation.

Blocks 196-197 - Prosthetic Appliances - Indicator (41.1. characters). Included
are the purchase of, fitting of, and repair and maintenance of, prosthetic
appliances for a particular client for his individ 1 use. Enter the amount
of expenditure for prosthetic appliances.

2

TRAIN NG (Blocks 198 - 215)

This categOry includes services provided to train or retrain clients in
ocational skills to achieve their highest vocational potential. This is accPm7"

plished by instruction, supervision, demonstration and cfonsultation..

Blocks 198-200 - Work Adjustment - Unit - Indicator (4-3-1 characters). Included
are work-oriented tasks designed to achieve the fullest possible development
of an ability to work. Areas of work adjustment training include work con-
ditioning, work tolerance, personal and social.adjustment, attitude develop-
ment, and work habits development. Enter the amount of expenditure and the
number. of hours of service received by the client.

Blocks 201-203 - 3.7dcational Skill Training - Unit - Indicator (4-3-1 characters).
Included are actual. training or retraining of the client in vocational skills
in a rehabilitation setting. This service may be provided within the rehab-
ilitatiortagency or in an on-the-job setting. Enter the amount of expendi-
ture and the number of hours of service received by the client.

NOTE: Included in the vlsts of provided vocational skill training are
wages paid to the client while learning the skills necessary to
perform the job. If the client remains on the sat.ae job when the
training program has been completed, the wages paid should not be
included in the cost of providing this service. The client, under
these circumstances, should be considered an employee and would no
longer be reliving training cervices from the agency.

Blocks 204-206 - College or University - Unit - Indicator (4-3,1 characters).
Included are services provided by a college or university leading to an
associate, bachelor, or graduate degree. Enter the amount of expenditure
and the number of hours of course work (semester or quarter) during whicq
the client attended the college or university.

Blocks 207-209 - Busine School or College - Unit - Indicator (4-3-1.characters).
Included is training to prepare a client for an occupation in some area of
business. Skills obtained may include typing, accounting, bookkeeping, etc.
Any school offering a degree '(Bachelor of Arts, Bachelor of Science) in
business or related fields-should. be included under-"College'or University."
Enter the amount of expenditure and the number of course hours (semester,
quarter, etc.) during, which the client-attended the business school or
college.
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Blocks 210-212 7 Vocational School - Unit - Indicator (4-3-1 characters).
Included is training in a vocational school or other technical school to
prepare a client for an industrial occupation by providing him with a
trade. Skills may include welding, woodworking, television repair,
electrical wiring, etc. Enter the amount of expenditure and the-number
of hours (semestr, quarter, etc.) during which the'client attended the
vocational school.

Blocks 213-215 - Miscellaneous Training - Unit - Indicator. (4-3-1 characters).0
Included are training services not described above which provide the client
with vocational skills. Enter the amount of expenditure and the number of
hours of service received by the clignt.

MAINTENANCE (Blocks 216-225)
This category includes services provided to a client which cover basic

- living expenses so that he can derive full benefit from other rehabilita-
tion services provided.A

Blocks 216 -217 - Housing - Indicator (4-1 characters). Included are the costs
of shelter, lodging or dwelling space purchased or provided for a particular
client for his individual needs. Enter the amount of expenditure for this
service.

- N

Blocks 218-219 - Food - Indicgtor,(4-1 characters). Included are the costs of
food allowances or actual purchases of food for'a particular client: Enter
the amount of expenditureOfor this service:

.

Blocks 220-221 - Transportation Indicator (4-1 characters). Included are the
costs of.transporting a.particular client from one place to ano0er for any
purpose; e.g., training, entertainment, examination, employmeril, etc.
Enter the amount of expenditure` this strv'Ne .

Blocks 222-223 - Clothing - Indicator (4-1 characters). Included are the coasts
of all items of apparel purchased or provided for a partictilar client for
his individual use. Enter the amount 'of expenditure. for this service.

Blocks 224-225 = Wage Supplements- Indicator (4-1 characters). Included are the
costs of any monies paid to an individual client which is not for services
performed or related to paid work activities. Enter the amount of expendi-
ture for this service.

RELATED SERVICES (Blocks 226 -248)

,Included in this category. are all other services provided to a client which
will permit him to fully benefit from the total rehabilitation process.

Blocks 226-227 - Materials -- Indicator -(4 -1 characters). Included are the costs of
all materials purchased or provided to the client for his individual use.
These materials include pxosthetiC supplies, furniture, tools, craft supplies,
production materials, etc. Enter.theamount of expenditure for these items.
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Blocks 2284230 - Placement Services - Unit - indicator (4-3-1 characters)..
Included are services providing pre-placethent preparation, counseling,
actual placement, follow -up and supportive services for clients entering

-competitive employment or sheltered employment. Enter the amount of
.-expenditure and the number of hours of 'service received by the olient.

Blocks 231-233 - Recreation and Social ActivitiN - Unit - Indicator (4-3-1
characters). Included are activities which provide a structured recrea,
tional program which may include planned recreational and social activities
at the agency or away from the agency. Enter the amount of expenditur.e and
the number of hours of service, if applicable, received by the client.

Blocks 234-23,6 = Homemaker Services - Units. - Indicator (4-3-1 characters).
Included are services paid four or provided to a particular client's family
for the maintenance, care and ,supervision or the client. Enter the amount
of expenditure and the number of hours, if applicable, of service received
by the client.

Blocks 237-239 - Day Care Services Unit= Indicator (4-3,1 characters).
Included are services providing a structured daily care and activities
program for children,andadults, including nursery services. Enter the
amount of expenditure and the :number of hodrs, if applicable, of service
rovided to the client.

Blocks 240-242 - Work Activity Services - Unit-- Indicator (4 -3 -1 characters).
Included are services providing a separated department having an identifi-
able program to provide therapeutic activities for handicapped clients whose
physical or medical impairments are so severe as to make their productive
capacity inconsequential. Work.activities services must comply with"the
regulations of the U.S. epartment of.Labor regulations, part 525.2(c) con-
cerning productive and ear tests. Enter the amount of expenditure and
the number of hours, if applicable, of.services received by the client.

&locks 243-?45 - Educational Services - Unit - Indicator (4-3-1 characters).
Included are services providing structured classroom situations of academic
work u der the direction of a licensed or certified teacher. Enter the
amount expenditure and the number of hours, if applicable, of service
receiv by the client.

1

Blocks 246-248 - Other Services - Unit - Indicator (4-3-1 characters). Included
are rehabilitation services which are not-Properly included in one of the
definitions above. Enter the amount of expenditure and the number of hours,
if-applicable, of service received by the client.

Block 249 - TOTAL COST OF SERVICES (5 characters). Enter,the sum of all expendi- '

tures for services provided to the client.

Block,250 - AMOUNT REIMBURSED OR PAID TO AGENCY (5 characters). Include'the sum
, of service costs which were entered inSection II with arrangement codes
"2" (Pre -paid, fee) or "3" (Total cost reimbursed or paid to agency). This
sum, when Subtracted from the "Total Cost of Services'," gives the agency an
indication of the approximate cost of providing rehabilitation servicesto
particular client.
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SECTION III - CLOSURE - Form 721R

Upon completion of all services from the agency and at t e time of closure
of the client from the agency rolls, Section III is to be comp -ted and forwayded
to the center on Form 721R for' the final update of the cli&Ws se record. A
final computer-produced copy of the forth Will then be returned to e agency for
the client's permanent case folder. Any chan e revisions of Sec ion.I and/or
Section II must be made on the final copy ending it to the c'o' uter ?center.

a

If.a Client has beenvaccepte for rehabilitation services (statuses 16, 9r
18), he will be closed in one of the following statuses 26, 28 or 30. How er,
if a client has been placed in extended evalUation (St us 04) and (a) has xec ved
diagnostic services from the-agency, buts (b) has not been accepted for rehabilita
tion services, he will be closed in Status 08.

The instructions for completing Section tII are: '

Block0103 - Action Code (1 character). Enter action code 2 indicating a revision
or update.t. or

104 - Current Status (2 characters). Enter the current status of the client.
t

Block 251 - Closure Status (2 characters). Enter the client's status (08, 26, 28,
or 30) at the time of closure. In order to close a'client in status 26
(Rehabilitated), he must have been successfully employed for a period of
30 work days prior to closure. This fact'must be confirmed by appropriate
follow-up by agency staff.

Block 252 - Reason for Closure (2 characters). Enter the ppropriate code to
indicate the reason for Closure. When a client is c osed in Status 26, this
item need not be completed. The codes. are listed on Form 721RX and are the
same used for item 145 - Reason.

. Block 253 - Work Status (1 character). Enter te appropriate code that describes
what the client was actually doing during the week prior to the time his case
was cloned from extended evaluation orthe active caseload. Code Y, "Not
Availabl ," is to be used for persons closed from extended.evaluation (Status
08) or a not-rehabilitated-(Status 28 or 30) when the correct code cannot be
ascertai ed. Codes 7 and 8 (not working); code 9 (trainee or worker) or
code Y ( of available) may nqt be used for a person closed rehabilitated
(Status 2).

Block 254 - Weekly Earnings-(3 characters). Enter, the weekly earnings of the
client to the nearest dollar in the week-before closure for clients closed from
extended evaluation or the active caseload. If the client has no earnings,
enter 9 in the space prpvided; enter Y if not available (Statuses 08, 28 and
30

'
only).'

ile
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Block. 255 - Public Assistance Type (1 character). If the client has been
previously defined to be a public assistance recipient at referral or has
begun receiving public assistance. during the rehabilitation process, enter

", the code fortype of public assistance.

Block 256 Monthl /y Amount (3 characters). Enter the monthly doflar amount of
public assistance the client4s receiving per month, at closure. If none,
enter "0". Enter "Y" if not' available (Statuses 08, 28 and ,30, only).

Block 257 - Termination Da (4 characters). If the client has received public
assistance and the pub assistance has terminated during the life of the
case, enter the month and'year. Leave hlankif public assistance is not
avkilable, still being received,lor has never been received.

Block 258 - SSDL Status (1 character). Enttik.the appropriate code. This item
should,be completed for all clients cloed from.extended evaluation

"(Status 08) or the active caseload (Statuses 26, 28 or 30).

Blocks 259-260 - Occupation and Code (17-4 characters). Enter the client's
occupational title and D.O.T. code at closure. If the client is self-
employed or has several employers, enter "self-employed"; if the client
is not employed (Status 08, 28 or 30), leave the item blank.

Block 261 - Employer - Name '(15 characters). Enter the. client's employer's
name or company. If the client Is self- employed, enter "Self - Employed."

Block 262 - Employer - Address (18 characters). Enter the address of the client's
employment. If,the client is self - employee} or a homemaker, leave address
blank.

Block 263 - Employer - City' (15 characters). Enter the name of the city"in
which the client's employment is locaped. ,:',

/
..- ,,'. '..,

,

Block 264 - Employer - State (2"characte s).':, Enter the appropriate 2- digit code
. for the state where theclient's employment is located.

Blocks 265-292 - Status History - Codes nd,Date (2-6 characters). These items_
till be entered by the agency staff at the.time of closure. The appropriate
statuscodes and effective dates Rif the status changes should be entered
sequentially as the client change tatusevthrough,the rehabilitation
process. The agency staff may W4 to record status changes as they occur
sluring the process of moving a client through the various lsteps of the
rehabilitation process. This is acceptable for-reporting purposes.

t.



if

CLIENT RECORD SYSTEM MANUAL
%,N

0

APPENDIX

Alabama ,... ..AL tOcky
Alaska AK Louisiana . : ..... .
Arizona atli4 -Maine'
Arkansas . AR Maryland

.1..

California' CA Massachusetts._....
Colorado CO Michigan
Connecticut. -CT Minnesota
Delaware DE °Mississippi MS
District o Columbia.....DC Missouri MO
Florida , ( FL NontanS a. . .N.MT
Georgia GA '. Nebraska
Guam GU Nevada
Hawaii HI New Hampshire
Idaho ID New_ Jersey'
Illino s IL New Mexico
India a IN ''New York
Iowa IA North Carolin
Kans s

, KS 'North Dakota

KY Ohio OH
...LA Oklahoma- 'OK

ME' Oregon
...MD ,Pennsylvania PA
...MA Puerto Rico PR

MI Rhode 'Island RI
MN South Carolina SC

South Dakota SD
Tennessee ...TN
Texas 'TX -

NE Utah UT
NV Vermont VT
NH Virginia VA
NJ Virgin Islands 'V4

...NM Washingtou. ......
.NY West Virgiffra 1 WV
NC Wisconsin WI.
ND Wyoming WY

O
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USER SYSTEM - CLIENT RECORD FORW-721RX
44'

A Sc Sec No Case Number
Act
Code

Curr
Stat

Ref Date Ref

Src

Prim

Span
Client Name I

Last First M I
-v,

101 102 '103 _104 105 106 107 108 109 110 '

B
I

Street Address] Box or Route City State Zip Code Phone Number PreVious or Maiden Name

111 112 -10 114 i 115 116C Date of Birth
Sex

Mar

Stet

No of

Dep
Tot Na
in Fan/

Education 'Weekly
Earn

Tot'llp

Fam Inc
Src

Su..

'Work

Stat
Spn (
S Race

PUblic Ass't Federal Pro:rams -geat
6,_-

Re: Voc T .e. Mo Amt_Tim- AFR I 44, _k
Mo Da Yr

.

.C7 .

117 118 ,_ 119 120 121 122 123 124' 125 126 127 128 129 130 131 132 133134 1355.36 137 138D SSDI
Stat

Previous Closure Disability as Reported Ref Outcome--Noc Accepted Accepted for{ Cost to'Ind Scat Mo Yr Description Code Reas Ref to Mo Day Yr Eval_Rehab Agf..n

,

139 140 141 142 143 144 145 146 147 .148 149 150a

ACTION CODE: (BlockX03)'
1 New case, not previouslyl.recorded

2 Revision, update or adju)tment

REFERRAL SOURCE: (Blocks 106 and 146)
01 Schools and'Educational Institutions
Mod State Dewtment of Vocational

Rehabilitation
03 State Agency Ear the Blind
04 Hospitals, Sanitoriumsland Clinics
05 Other Health Agencies--Public and

Private, e.g., public health nurses,
visiting nurses associations,

Veterans Administration facilities, etc.
06 Private Physicae
07 Workmen's Compensation (State or Federal)
08 public Assistance--Welfare

09 Employment Services (State or Federal)
10 Self, Family, or Friends
11 Insurance Companies
12 Employees and Trade Labor Unions
13 Social and Family Service Agencies
14 Other Governmental Agencies (Federal,

State and Local) and Public Officials
15 Churches and ReligiousInstitutions
19 Other

PRIMARY SPONSOR: (Block 107)
0 Self or Family
1 Insurance--Health Plans
2 Workmen's Compensation
3 State DVR--Blind Agency
4 Public Assistance
5 Medicare

6 Xssociations-Foundations-Charities-Funds
7 State Employment Agency
8 Free .

9 Other

SEX: (Block 118)
M Male
F Female

MARLTAL STATUS: (Block 119)
1 Married
2 Widowed
3 Divorced
4 Separated

. 5 Never Married

SOURCE OF SUPPORT: (Block 126)
1 Own earnings

2 Family and friends
3 Public Assistance
4 Social Sechrity
5 Workmen's Compensation
6 Unemployment Benefits
7 Private Insurance

'

9 Other

WORK STATUS: (Block 127)
1 Wage or Salaried Worker-

Competitive Labor Market
2 Wage or Salaried Worker-

ShelteredWorkshop
3 Self- Employed (except BEP)
4 State Agency-Managed

Business Enterprise (BEP)
5 Homemaker
6 Unpaid Family Worker
7 Not Working--Student
8 Not Working--Other
9 Trainee or Worker (Non-

Competitive Labor Marker)"
Not Available (08, 28,
and 30 only)

RACE: (Block 129)
1 White
2 Negro
3 Indian
4 Other

PUBLIC ASSISTANCE-TYPE: (Block 130)
0 None
1 Old Age Assistance (OAA)

'2 Aid to the Blind (ATB)
3 Aid to the Permanently and

Totally Disabled (APTD)
4 Aidto Families with Npendent

Children (AFDC)
5 General Assistance Only
6 AFDC in Combination with

Other Type(s)
7 Any Combination with Other,

Type(s)
8 Type(s) Not Known

CoLlselor
Effective -Date

O

PUBLIC ASSISTANCE-TIM: (block 132)
0' Not Receiving Public Assistance
1 Less than Six MonthS
2 Six Months but less than One Year
3 One Year but less than Two
4 Two Years but less than Three
5 Three Years but less than Four
b'Four Years but less, than Five
7 Five Years or more
Y Not Available

'SSDI STATUS: (Block 139)
1 Applicant--Allowed Benefits
2 Applicant -- Denied Benefits

3 Applicant -- Status of Applicant
Pending

4 Not Known if Applicant
S Benefits.Discontinued or

Terminated

REASON NOT ACCEPTED': (Block 145)
01 Unable to locdte or moved'
02 Handicap too severe

03 Refdsed services or turther
services

04 Transfer or referral to State
DVR or blind agency for services

05 Transferor.referral to another
agency for services

06 Insufficient funds, fom funding
source a

07 Client institutionalized
08 Failure td' cooperate
09 Chronic ab enteeism
10 Death
11 Illness or ospitalization
12 Lack of app opriate transporta-

tion

13 Lack of mat .lation
19 Other
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Soc Sec No Case Number
Act
Code

Curr
Stat

Ref Date Ref
Src

Prim Client Name
Mo Day Yr Spon Last First M I

101 102 3 104 105 106 107 108 109 110
B Street Address Box or Route City ------S-tv-te ______ ip Code Phone Number Previous or Maideri Name

111_' 112 113 114 115 116C Date of Birth
Sex

Mar
Stat.

No of
nest_

No

in fam

Education Weekly Tot Mo
(Fam'IncSupp

SU Work
Stat

Spn
Sur Race

Pu lic Asst federal Frogs ma Ageat
Onset

Mo Day Yr Reg_ Voc Earn Type Mo Amt Time AFR,MMSMAW RO WIN

,C
117 118 119 120 121 122 123 124 125 126 127 128 129 30 t31 132 133 134 135 1361137 138rD SSDI

L Stat

PeeviouS Closure Disability As Reported Ref Outcome-- t Accepted Accepted for Cost to
Agency

Ind Stat Mo Yr Description Code Reas Ref to Mo . Day Yr Eval Rehab

4.

139 140 141 142 143 144 145 146 147 148 149 150
E Primary Disability Code Secondary Disability Code

Mu
Dis

ti-

Vocational Objective
D.0 T.
Code

151 152 153 154 15 156 157F Psych Eval Med Eval Voc Eva' Other Eval Phys Ther Occup Ther peech & Hearin8 Med ServicesCost Unit nd Cost nit Ind Cost Unit Ind Cost Unit In., Cost 'Unit Ind Cost Unit Iho Cost Unit Ind Cost Unitand

158 159 16o. 161 162 163 164 165 166 167 168 16!: 170 171 172 173 174 175 4.76 177 178 179 180 181 BG edicati.Pros Work Ad Sklill Trn Coll UnBivCos t . . ino I M ft- li:irgrammwmriptramreffirtffinirrIaustmentVoc NN

182 183 184 185 186 187 188' 189 '90 191 192 193 194 195 196 197 198 199 200 201 202 03. 204 205 006H s '
.

Cost Unit Ind Cost Uni.Ind Cost Unit Ind Cost In Cost Ind Cost nd Cost Ind Cost Ind Cost Ind Cost Uni

\c1

207 208 009 210 211 212 213 214 015 216 217 218 219 220 21 222 223 224 225 226 ,227 228 229 230I Rec /Soc 'ct Home= er vcs Day Care vcs Work ct vcs .uca bervicesOther ery ces Tota Cost aunt
of Services Reimbursed

Cost UnitIn4 Cost UnitInd Cost Unit Ind Cost nit Ind Cost Unit Ind Cost Uni In.

231 232 24 234 235 236 237 238 3 S 2 6 1 :
0J Clos

Sp.at
Reasoni olork deekly

Earn
Public Assistance SSDI

Stat,
.

Occupation
D.O.T0
Code

Stat Type Mo Amt Mo Yr

251 252 253 254 255 256 257 - 258 259 260
K

6-
Name or Com. n Street Address

City S i-14 i-P

261
262 263 Mk

L

.

STA US IS OR
,Code Mo Pa Yr Code Mo Da Yr Code 1 o Daj Yr Code r o Da Yr Code o Da,Yr Code Mo a- Yr Code Mo a Y

265 26. 267 268 269 270 271 272 273 -274 275 276 277 278
M Code Mo Day Yr Code Mo Day Yr Code Mo Day Yr Code o Day Yr' Code Mo Day Yr Code Mo Day Yr Code Mo Day Yr

*

.279 280 281 282 283 284 285 2_8't 287 288 289 290 291 292

Counselor Effective Date
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APPENDIX II

WORKSHEET AND INSTRUCTION MANUAL ON HOW TO
I

COMPUTE SERVICE COSTS:AND.UNITS OF SERVICE

6



4
INSTRUCTIONS FOR COMPLETING.PAR II - CERVICES TO CLIENTS

The financial information required.to complete Part II of Form 721R--

Services to Clients can be obtained by keeping accurate records of services

rendered to clients'. ThiS process can be simplified through,the use of the

accompanying instructions and worksheet which deal with computation of costs

and determination of units of service.

It is re ,,,. ended that the worksheet be completed on a weekly basis for

- each clien receiving services from the facility,. A worksheet should be,included

in the client'p case-folder so that entries can be made by the counselor and/or

ether staff workin *th the client. When the client completes the rehabilita-\
tion process or is terminated from the program, cost data and units of service

should be_ transferred. from the worksheets to Form 721R and this form can be for

warded to the' Data Processing Center to update the 1e. The work-

sheets can be retained in the client's folder as part of the pe ianent record

or they can be discarded once the information is transferred to orm 721R.

A. DESCRIPTION OF THE WORKSHEET

SERVICE CATEGORIES - The categories of service on the worksheet, are identical

to those listed on Form 721R. Block numbers on the worksheet refer to speci4c

blocks where the services are located on Form 721R. .NA complete description of

each category of service can be found in the Client Record System Manual, pages
J

17-21.

EXPENSE CATEGORIES - Six expense categories are listed on the worksheet to

allocate the actual service costs to the proper source of the expenge.

1) Salaries to Professional Staff -- Included in this categpry areocosts of

salaries paid to those employees of the facility, either part-time or full-time,

who have a vocation generally recognized by universities and colleges as requiring
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special training leading to a degree (distinct from the'usual degrees in arts and

sciences), fequiring principally mental rather than manual or artistic labor or .

skills for.its successful production, recognizing the duty of public service, and
a

having a code of ethics generally accepted as binding upon its members (psycholo-
,

gists, soc&ai workers, therapists,'counselors, etc.). Senior staff or executive

staff members who exercise professional skills in their contacts with clients and

who are rendering direct service to clients should also be .included in this expense

category. Fringe benefits for professional staff members should not be included in

the cats of salaries.

2). Salaries or Wages to Supervisory Staff -- Included are costs of sale ies or

wages paid'to employees who spend the majority of their time in training or super-

vision of others, but are not Part of the senilr staff or do not qualify as pro-

fessional staff. Fringe benefits for, supervisory staff members should not be

included in the costs of' salaries or wages.

3) Wages to Clients -- Included are the 'costs of salaries or wages paid to clients

for their productive efforts while undergoing evaluation, treatment, work adjust-

ment; training, or other rehabilitation services. Fringe benefits for clients

should not be included in the costs of salaries-or wages.

NOTE: The definition of .a client is: Any person'needing evaluation,, training,
treatment, or placement services in aomwkshop or rehabilitation facility.

4) Professional 'Fees -- Included are the costs of fees and expenses of profes- A

sional practitioners and consultants whose services, purchased in whole or in

part, are for a particRlar client or patient for his individual needs. This

category of expenses includes only those fees from professionals who are not

members of rehabilitation facility staff.

5) Testing Fees -- Included amore the costs of tests, testing technicians, testing

fees and, test analyses purchased in whole or in part for a particular client or

patient. This category includes only those testing fees from technicians who are

not members of the rehabilitation facility staff.



6) Other Expenses -- Included are expenses such as cost of equipment, medicine,

prosthetic appliances, food, clothing, etc., purchased in whole or in part for

a particular client or patient and, which cannot be placed in one of the other

specific expense categories.

When an expense is incurred for a particular client, the first step in

properly recording the cost is to determine to which of the service categories

the expense should be attributed. After this determination, it is necessary to

record the cost under the appropriateeexpense category which best describes the

nature of the service cost. This process continues until the client has completed

the rehabilitation process or is otherwise terminated from the program.

B. COMPUTATION OF SERVICE COST

The procedures for cOMputing service costs vary according to the nature of

the expense. In general, the determination of wages to clients, professional fees

and testing fees involve usual accounting procedures,,i.e., computing the -costs

from payroll records and from invoices and bills fro tfessionals for services

rendered to clients. The determination Of costs Which involve salaries to pro-_

feseional staff and salaries or wages to supervisory staff require somewhat

different procedures and techniques. Each of the expense categories is discussed
, .

below withwith appropriate examples co illustrate the step-by-step procedures for

computing service costs.

)1) Salaries to ylOreeSional Staff -- The very nature of the term "professional"

implies that services are rendered to clients on an individualized basis.

Physicians, social workers, physical therapists, etc., generally provide services

\eR
during treatment, eyaluation, or counseling sessions which are often scheduled in

advance.

NOTE: The amount of time which the professional spends with the client is the
basis for determining the cost of the professional services rendered to
that particular client.

When the professional is a salaried member of the staff, the first -step in
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computing the cost of services he provides to a client is to determine the.

hourly rate that the professional receives in salary. As ming a_40-hour work.

week and a.52-week work year, one man-year of work totals 2 80 hours. It is a

1

simple procedure to divide the annual salary by 2080 hours to obtain the profes-

sional's hourly rate of pay. For example, a physical therapist whose annual

salary is ,360 receives'$4.50 an hour in salary ($9,360 4. 2080 = $4.5Q per hour).

The second step requires that each professional staff member maintain an

.

accurate record of the amount of time he or she spends directly working With the

client in a professional capacity (counseling, instructing, testing; evaluating)

etc.). It istecommended that units of time be recorded in hours and quarters of

hours. The professional should also record the amount of time spent in providing

indirect service to the client. Indirect service, as opposed to direct service,

does not involve personal contact with the client. 'Examples of indirect service

include the staff psychologist discussing with the occupational therapist about

a client's emotional problems, or asocial Worker discussing with the c'ent's

immed-iate familyabdut possible work-related problems that may occur when the

client enters competitive employment. Analysis and evaluation of reports, report

writing concerning particular clients and other related activities are alto part

of the indirect services rendered to clients.

The finaksstep in the process requires that the number of hours of direct

and indirect service be added together to obtain the total number;:,OT,hours of
.

sertice provided to the client. This figure is,then multiplied by the hourly

rate of pay to obtain the total cost of services rendered by the professional

staff member.

GROUP ACTIVITIES

In the event that several clients receive services from a professional in

a group setting, it is necessary-to modify step, one in the computation of costs.

The hourly rate of pay is determined as before (annual salary 4 2080 hours).
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This, hourly"rate is then divideMy the number of clients in the group and the

resulting do,llar figure is multiplied by the number of hoursl of service received

by the client in the group situation. It should be evident th'at these procedures

for computing costs in a group setting can only be applied when the professional

is dealing directly with the client, i.e., direct service. Because of the variety

found among service delivery systems, bt may be necessary to modify these guide-

lines to fit different or 'unique situations. The following examples will illus-
.

trace how these guidelines can be used to determine cost data for clients when

the services are provided,by professionals on the facility staff.

Example 1 -- During the work week, Client A has received three sessions of

physical therapy, each Session lasting approximately 45 minutes.' In addition,

the vocational counselor has spent two hours with Client A it a counseling-

interaction regarding the development of sound work habits and las spent approxi-

:mately 11/2 hours with the physical therapist discussing Client A's progress. What

are the costs of these services provided by the professional Stafi during the

work week?

The physical therapist has an hourly rate of $4.50 ($9,360 2080 hours) and

for the vocational counselor it is $4.00 per hour ($8,320 ÷ 2080 hours). After

determining these hourly rates, the next step requires that the number of hours

Of direct and indirect service be computed for each professional.

Direct Indirect Total Hours

Physical Therapist at $4.50: 2 Hrs 15 Min 1 Hr 30 Min 3 Hrs 45 Min

Vocational Counselor at $4.00: 2 Hrs 1 Hr 30 Min 3 Hrs 30 Min

The final step involves multiplying the hourly rate by the number of hours

and fractions thereof of service provided by the professional.

Physical Therapist: $4.50 x 3 3/4 Hrs = $16.88

Vocational Coutiselor: $4.00 x 3 1/2 Hrs = $14.00

(It is recommended that the resulting dollar figures be rounded to the nearest
' dollar. Therefore, the $16.88 is recorded o9,the worksheet as $17.00.)
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The $17.00 cost would be recorded in the service category "Physical Therapy"

and under the expense category "Salaries to Professional Staff." The $14.00 cost

would also be entered under "Salaries to.Professional Staff", but in the service

category. "Work Adjiistment".

Example 2 -- The staff psychologist has decided that group therapy would be the

most effective treatment for Client B. During the work week, the psychologist

has held two group sessions with. Client B, each session lasting one hour -with

four clients at the first session and three at the second. At the conclusion of

the second group session, Client B was individually counseled by the psychologist

for approximately one half hour.

The staff psychologist has an annual salary of $13,520. His hourly rate is

$6.50 ($13,520 -a- 2080 hours)." The second step requires that the number of hours

sand fractions thereof be' distributed between direct and indirect service. In

this example, all of the service was provided directly to the client. Because

Client B received services in a group setting, it is, necessary to divide the

ps3)chologist's hourly rate by the number of clients in the group to obtain an

accurate cost per hour of service.

Session 1: $6.50/Hr ÷ 4 clients = $1.63/Client Hour

Session 2: $6.50/Hr 4 3 clients ==$2.17/Client Hour

The computation can now be made regarding the total cost of services for

'Client B.

Psychologist at $1.63 x 1 hour = $1.63

Psychologist at $2.17 x 1 hour = .$2.17

Psychologist at $6.50 x hour = $3.25

Total $7.05

This figure is rounded to the nearest dollar and Tnfered on the worksheet

as $7.00 for service category "Psychological Services" under the expense category

"Salaries to Professional Staff."



6 The rendering of services in a group setting iS a common.occurrence inmost

rehabilitation facilities. Categories of service such as recreational/social

activities, educational services, and day care services, are those most likely
,

to require the group computational techniques. In all. instances the techniques

described in example 2, above, can be applied to obtain costs of services.
f

Salaries and Wages to Supervisory Staff -- The procedures for determining the

rehabilitation costs of supervisory staff must take into account the faCt that

certain portions of the supervisor's time are spent inTroduction activities, and
1

ateother times he is providing direct rehabilitation services to cents/ This

is particularly true when the supervision relates to vocational skill Graining or

work adjustment activities for clients. .A supervisor may spend a considerable4

amount of,tifne providing a client with informdl training and counseling during

the work week. These rehabilitation services are not immediately evident. because

they do not require a formal break from prodUction operations for the cliegt or

for the. supervisor. However, the cost of these rehabilitation services provided

by the supervisory staff must be determined in order to maintain an accurate record

of the services rendered to clients.

The procedures for determining the cost of rehabilitation services in relation
p

to supervisory staff salaries involve several new terms and computational tech-

niques, i.e., rehabilitation reciprocal, rehabilitation hours, supervision hours

and rehabilitation multiplier.

a) Rehabilitation reciprocal -- This term refers to the percentage.of

activ.ity or services which are provided,to a client so that he can achieve normal

production standards. There are. basically two metheds for determining the rehabili-

tation reciprocal. The first method can be employed if a determination has been

made as to the client's work productivity and a wage and hour exemption based on

productivity has been issued. The second method is employed when the clientl.s
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productivity has not been established.' Often in these instances a client receives
1

a financial subsidy from the sponsoring agency (state DVR, for example) which

covers the period of training and/or instruction. The basis for.determining

the rehabilitation rediproc'al under these conditions involves relating the minimum

wage or the prevailing local wage rte for similar wOrk to the hourly rate the

client receives. in wage payment or4ubsidy. If a client receives a. subsidy( or

payment of $.60 an hour while in training and the prevailing local wage rate is

$1.60 for similar work, the client's work productivity is 37.5% ($.60 4.$1.60 = 37.5%).

Either method will provide the necessary percentage of Work productivity for a client

which is the basifg for computing the rehahilitationAreciprocal.

The rehabilitation reciprocal is obtained by subtracting the of

client work productivity;, from 100. For ample,.if a client's productivity is

37.570, the rehabilitation reciprocal is 62.5% (100-37.5% = 62.5%) This figure

represents the percentage of activity or services that must be provided to a client

in order for him to reach normal productivity.

b) Rehabilitation hours -- This term refers to the number of hours during the

work week that the supervisor is providing rehabilitation.services to the client.

,Rehabilitation hours are obtained by multiplying the rehabilitation reciprocal by

the number.of hours during the wek that the client received supervision. For

example, Client A worked 40 hours during the week and received supervision} for.

the 40-hour pork week period. The rehabilitation reciprocal for Client A is

35% (.35). The number of rehabilitation hourt for the work week is 14.

'401hours x,.35= 14 rehabilitation hourg

It is important to,remember that clients may not always receive 40 hours

Supervision during the week. If a client is receiving direct professional services

(counseling, testing, medical treatment, etc.), the number of hours of direct service

must.be subtracted from the total number of hours of supervision.



c) Supervision hours -- This term refers to'the total number of hours that

the supervispr expends during the work week in supervision of clients. Super-

vision hours are determined by adding together, the number of hours of supervision

received by each client for a particular supervisory employee. For example, if

Supervisor A has three clients under his direction and each of the three receives

40 hours of supervision during the week, the total number of supervisionbours

during the work week for Supervisor A is 120 (40 hours + 40 hours + 40 hours).

d) Rehabilitation multiplier -- This term refers to the figure which is
,

obtained when thetiumber of rehabilitation hours for a particular client is divided

by the total number of supervision hours fOr his particula. supervisor. The

resultant number, the rehabilitation multiplier, is multiplied by the supervisor's
,

weekly salary. The (foliar figure obtained is placed on the wbrksheet as the'

rehabilitation:cost under supervisory staff salaries in the appr riate service

-category. The following example illustrates hpw the rehabilitation multiplier -i

.obtained and used to determine service costs.

During the work week, Client B has received 8.0 rehabilitation, hours of

service. His supervisor' as five clients including Client B under his direction

and all five clients received 40 hours of.supervision during theoweek. Therefore,

the total number of supervision hours for Client B's superviso

.(40.hours x 5' clients = 200 supervision hours). The rehabilitation multiplier is

obtained by dividing 8.0 rehapilitation hours by'200 supervision hours, or .04.

This number, .04, is then multiplied by the supervisor's weekly salary which is

$150 and the resulting dolk.ar figure ($6.00)-is entered on the worksheet in the

appropriate service category under " alaries to Supervisory.Staff" as\one of the

rehabilitation service costs during the work week for Client Bt

The following example is'provided to show hOw various situations are dealt

with.in computing superyisory staff salaries in relation to individual clie4 costs.



Example 3 -- Jones supervises four clients in the workshop for the given work

week. Client kis 60% productive, Client B is/ 50% productive, Client,C is

35% productive, and client t-D is 40% productive.'

STEP A. requires that the-tshsbilitation reciprocal be computed for each

client under ale direction of Mr. JoneS. The rehabilitatidn reciprocal,,

for Client A is 40% (100 60% = 40%);/for Client B, 50% (100 50% = 50%);
crz

ti

for Client C, 65% (100-3.5%-= 65%);tand for Client D, 60% (100 40% .

STEP 2 involves-determ ring the number of rehabilitation hours for each client.p

Client A worked only 32 hours during the weak. Therefore, Client A has

received.12.8 rehabilitation hours (.40 x 32 hours = 12.8 rehabilitation

houis)., Client B has worked'24 hours during the week and has received

12'.0 rehabilitation hour's (.50 x 24 hou -rs= 12.0 rehabilitation hours) -.

Client C worked a complete 401hour week and he received,26.0 rehAilita-

tion nurs (.65.x 40 hours = 26.0 rehabilitation hours. Client'D also

worked 40 hours for a total of 24.0 rehabilitation hours (.66 x 40 hours

-,24.0 rehabilitation hours). /

STEP 3 requires that the total number of- supervision hours for Mr. Jones be
.00"

computed. Ckient A was supervised for 32 hours, Client B for 24 houk

C for 40 hours, and Client D for 40 hours. The total naimber of

supervision hours for JoneEsTCRi ours + 2'4 hours + 40 hours +

40 hours = 136 hours).

-STEP 4..involves.-the deteraltition of the rehabilitation multiplier for each

client and then multiplying this figure bytt'le supervisor's weekly ;.

salary to obtain the dollar cost for the clients under his supervision.

Client A received 12.8 hours of rehabilitation. The rehabilitation

multiplier for Client A is .094 (12.8 rehabilitatickn hours -g- 136 super-.

vision hours = .094). Client B received 12.0 rehabilitation hours and

the rehabilitation'multiplier is .088 (12.0 rehabilitation hours + 136
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Supeivision'hours .;%068). The rehabilitation multiplier for Client C

is .191 (26.0 rehabilitation 'Wart 4.136 supervision hours = .191), and

for Client D, it is :176 (24.0 rehabilitation hours 4136 supervisdon

hours ==:.176).
.

The final step requires that the rehabilitation muLtiplier for each

client be multiplied by Mr. Jones' weekly salary which is-$150; to obtain

-the costs of rehabilitation services.
A,

Client t - .094 x $150 = $14.10 or $14.00

Client B '.088 x, $15Q== $13.20 or $13.00

Client C - .191 x $150 = $28.65 or $29.00

.

'Client D - .176 x $150 = $26.40 or'$26.00

,kt

(The resulting_dollar figures7should be 11.ounded to'lfie nearest
dollar.)

/

These'dollar amounts are then entered on the client's worksheet in the

appropriate service category,under expense category "Salaries to Super-
,

1".

visory Staff."

*3) Wages to Clients -- Wages paid to clients for their productive efforts while

revriving services (evaluation, work adjustment, tiaining, etc.) constitute a:
)

rehabilitation cost to an ag. cy: Vocational rehabilitation uses work as a

vehicle to train and prepare ients for employment in the cotpetitive labor

market. In certain iAstances, client is unable to effeetively compete for..

employment because of his.disabil ties and consequently he remains within the
- .

employee.
si c

.

to that of "Seltered employee," wages paid

I(

'sheltered workshop "as a sh'eltertd

When a client's status chang

to him should not be reported as part f th rehabilitation'costs sincl the

individual is no longer receiving rehaPilita ion services. This individual is
9

not a client.according to the definition fotmnd in the USERS Manual for Financial

Records.

0
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Determining the amount of wages paid to a client for his productive efforts

is a relatively simple matter of reviewing the payroll statements and recording

the appropriate w ge amount in the, proper seryice category. It is recommended that

wages to clients be accumulated on a weekly basis. f

A '

o
' r

4) Professional Fees -- Determining the cost of professional fees for individual
. . .

N. i .

t '
.

.clients is based on 'the ,fee-for 7service principle which' is familiar to most, if not

all, of the staff in the rehabilitation facility. Included in this category4of

expenses are the costs of fees and expenses of-profesSional practitioners and con-
,

sultants whose services are purchased by the'agency for a part/cular client for

his individual needs. If the professnal is a member of the staff, rehabilitation

costs are determined according to the procedures in item 1, Salaries to Professional
.

Staff, discussed above. The following example illustrates hiowthe cost of profes-
s,

sional fees is determined.
0

0',
. .Client K is in need of a complete 'medical examination and evaluation to

deterMinethe extent of her particular hand,i.cap. The retrabilitationvfacility does

not employ a doctor on the,staff and is necessary to purchase this professional

, ,
service'on a fee basis. The,fea for a, complete Medical,examination/evaluation is

$125 and this .servile is-purchased from a physician familiar to the rehabilitation

counselor. Under` the Jiarticuiararrangement, the physician's fee '($125), is sent

to the rehablWatIoftagAiity

entered UnAet servioe'category

"profession4 fees,"

payment, is rehabilitation cost should be

dical evaluation" in the exOnse .category-

. .

5) Test=ingyees This -expense category includes the costs of tests, testing
a

* ° techni8ions tAiing fees and test analyses which are purchased by The agency, for

a pirticulikclient:0 do general, these rehabilitation costs are on a fee-for-
. .

q

service ba'SpauCh'-like, the itemd'escribed *above, Professional Fees. For this

particbalar°eXpensa,:eategory, however, the costs that are recorded must relate to
,
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br be part.of the testing process itself.

For example;' if a client requires a complete psychological evaluation, the

various costs related to this service often include testing technicians and test

analysis, in addition to the services of a professional psychologist. If these'

services'are purchased by the agency for a client, the-costs for a complete

ePsychological evaluation are distributed according to the nature of the expense,

i.e. the category "professional fees" for the services of the psychologist who

interviews the client and determines which tests are appropriate and the expense

category "testing fees" for the services of technicians who administer and

analyze the psychological tests.

In the event the agency employs a psychologiSt and/or testing technicians on

the staff, determination of the rehabilitation costs follow' the procedures outlined
,z)

in item 1, above, Salaries to Professiony'Staff.

nses,.expe---This category, wt4chmay also be termed miscellaneous

expenses, includes all other costs that cannot be appropriately placed in one of

the five -preceding expense categories. Expense items forooDparticular client,

such as food, clothing, medicine, prosthetic-appliances, equipment, liousing,trans-

portatloft, wage supplements, and materials should be recorded under this particular

t
expense category for the appropriate category of services. 0

C. DETERMINATION OF WITS OF SERVICE

The basis for computing the units of service is the number of hours of service

provided to the client. In most instances, the process of computing service costs

fOr salaries and wages to professional and supervisory staff will also provide the
6

number of hours of service received by the client. Services for which costs are

recorded under expense 'categories "wages to clients," "professional fees," and

. .

"testing fees" also require that units be determined on the number of.hours received

by the client. In the case of wages to client's, the'number.of hours of work for
0
which wages are paid.is the number of, unitsrecorded. Professional fees and testing

.1c
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fees are treated similarly in that the number of hours of testing and consulta-

tion equal the numbef of units recorded.

Ode hour of service is equivalent to ne unit of service, with increments

of three quarter hours, one half hour, and one quarter hour equal to three quarter

units, one half unit,'and one quarter unit, relpectively. Fractions of units can

be reported on the form as decimals or as fractions, i.e., .75 or'3/4, .50 or-1/2,

-and .25 or 1/4:

Certajftypes of services such as medication, food, clothing, prosthetic

j'app.liances, transportatio&, etc., do not require recording'units of service since

they do<mot involve hours of service. These,services which do not require compu-

tation of units are indicated on the worksheet and in the-Client Record System

:manual. Costs associated with these rvices are recorded under expense category

"other expenses" on the workshee .

0

N./
Fa





t

CLIENT RECORD SYSTEM

kEYPUNCV INSTRUCTIONS

The Client Record System data can be punched from two different fo m
types. Form Type 1 is known as the long version which. includes- Client
Record Form 721RX and 721R. Form Type 2 is known as the short,versio
The common features found in both versions arenthecard'code, update code,
and the case number. the uniquefeatures between the two Versions are as
follows:

Card Code:

Long version = A to M only (corresponding to Forms 7 1RX
and 721R)

Short version = X only

Update Code:

Long version == A, C or D only

Short version == C or/D ony- j-

Block Number

e ..,

Long version = Block numbers are pre-printed on the forms,
but are nOt pu ched on the cardsl The block
number identif es which"card columns to punch
the data in.

Short version,.= Block number(s) are punched on each card. If
it is an Update Code of "C", only one block
number per card followed by the data. 'If it
is an Update Code of "D ", frOmtone to twenty-
two block numbers per card.

The following is a detailed description of the long version by
card code:
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Client Record System - Keypunch Instru tions

Block Number - Field ,Name - Card Col.

- Card Code

- Update Code 2\
.102 - Case Number - 3-12

A 101 - Social Security Ng. - 13-21

'103 - Action Code, 22

104 - Current Status - 23-24

100 - Effective Date 25-30

A 106 - Referral Source - 31-32

105 - Referral Date - 33-.38

A 108 - Last Name -- 39-54

A 109 - First Name - 55-61

A 110 - Middle Initial 62
A

A 107 - Primary Sponsor - 63-W4

116 - Previous or Maiden Name 65 -80

* - Card Code 1

,,,i- - Update Code 2

* 102 - Case Number - . 3-12

A 111 ' - Street Address - 13-32

A 112' - City - 33 -49

A 113 - tale Code - 50-51
,

A 114 - Zip Code - 52-56 '

115 - Phone Number - 57-66.

- Data Format

A

A/C/D

- Numeric

- Numeric

1/2

Numeric

MM/DD/YY

01 to 19

MM/DD/YY

= Alpha
, .

, .

- Alpha

- Alpha

- 0 to 9

- T Alpha

B

- A/C/D
i

Numeric

Alpha / Numeric

Alpha

- See attached
,sheet for code

Numeric

- Numeric



Client Record System - Keypunch Instructions

Block Number Field Name - Card Col. - -Data Format

- Card Code 1

- Update Code 2 - ,A4C/D'

102 - Case,Number 3-12 - Numeric

A 117\ - Date of Birth - 13-18 - MM/DD/YY

A 118. - Sex 19. F/M

119 - Marital- Status 20 , - 1 to 5

\.120 - No. of Dependents
11

- 21-22 Numeric,

121 - Total in FaTnily 23-24
.00--Numeric

...

f22 - Regular Education ,. 25=26 - Ok to 12 or XX

123 ° - Vocational Education 27 -28 00 to 12.

124
,A1

.- WeeklyEarninss -_ 29-31 000 to 999

125 -- Family Income . - -' 32-3.5.
.1,

1004.0 .9499

.
126 - Source of Support 36 - 1 to 9

127 - Work Status 37 - 1 °to 9 or Y

128 Spanish,Surname 38 YN

129
1-4 .

130
,

- Public Assistance
Type 40 -41 0:8,

131 - Public Assistance
Monthly Amount - '42-44 - Numeric

132 - Public Assistance
Time 45 - 0-7t Y ,,

-

133 - Federar Program AFR - 46- -, Blank or X
/

1341 - Federal Program MS, - 47 Blank or X
, .

1'35 - Federal Prograth MAW 48 Blank orPX

136 --Federal 't-ogram PO 49 Blank or X

A
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Client Record System - Keypunch Instructions

Block Number - Field Name

4'44

137" - Federal Program WIN 50 - Blank or X

- Card Col. - Data Format

138 - Age at,Qnset - 51-52 - 1Numeric -

- Card Code

Update Code

102 - Case Number

139 SSDI Stat4s.

140 PreviOds Closure - IND

141 PreviousClosU
StAlUS

142 - Previous Closure -
-DATE-

A- 145 - Disability as Reported

1

2

3-12

D

A/C/D

Numeric

13 1-5

1,4 - Y/N/X

15-16 . - 08,26,28,or 30

17-20 - MM/YY

- 21-37 - Alpha

144 - Disability Code - 38-40. - See attached
. sheet for code

145 - Referral Outcome Not
Accepted - Reason

146 - Referral Outcome Not
Accepted - Referred to - 43-44 "See attached

sheet for code

- 41-42

f.
01-19

147 - Refttral Outcome Not
AccdOted - Date .

148

149

150 - Cosa to Agency

Acceptpd for Extended.
Evaluation

Accepted for Rehebilej-
tation Service

'1

- 45-50 MM/DD/YY

-51 - ,X .ox` Blank

- X or Blank'

- 53-'55 - NumeriC
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Client Record System - Keypunch Instructions

Bloat Numbet- Field Name

* -

1

Update Code

Ca Code

- Card'Col. - Data Format

102 Case Number

151 - Primary Disability
1.2

152 - Primary Disability n

-C6de - 30-32 - See attached
sheet for code

153

1 /E

2 A/C/D

3-12 - Numeric

- 13-29 - Alpha

- Sec8ndary Disability -..., 33-49 - Alpha

1

154 - Secondary Disability
Code - 50-52 - See attached

sheet for code

156 - Vocational Objective - 53-71. - Alpha

.157 - D.O.T. Code

el P.

- 72-75 - See attached
sheet for code

155 - Multiple Disabilities 76

r

Numeric

'Ne * - Card Code . 1 F

* 1 Update Code - 2 - A/C/Dn

* 102 -.Case Number - 3 -12 ' -' Numeric

158 - Psychological-Evalu-
ation - Cost - 13-16 - Numeric

159 - Psych. Eval. - Unit, - 17-19 - Nume4c

160 , -- Psych. Eval.

Indidator 20 1-5

161 - Medical Eval. - Cost - 2,1-24 - Numeric

162 Medical Eval. - Unit - 25-27 Numeric

163 - Med. Eval. - Indicator 28 - 1 -5/

0 a
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Client.Record System - Keypunch Instructions

Block Number - Field Name - Card Col. - Data Format
.

164 - Vocational Evaluation - Cost - 29-32 - Numeric

165 - Vocational Evaluation - Unit - 33-35 1-5

166 - Vocational Eval. - Indicator - 3611- - Numeric

167 - Other Eval ation - Cost - 37-40 - Numeric

168 - Other Evaru Lion - Unit - 41-43 - Numeric

1b9- -Tther Ev4al: Indicator 44 1-5

170 - Physical Evaluation - Cost 45-48 - Numeric

171' - Physical Evaluation - 'Unit - 49-51 - Numeric

172 - Physical Eval. - Indicator 52 1e 5

173 - Occupational Evaluation - Cost - 53-56 - Numeric

174 - Occupational Evaluation - Unit -- 57-59 Numeric

175 - Occupadional Eval. - Indicator - 60 1-5

176 - Speech & Hear rig - Cost 61-64 - Numeric

177 - Speech & Hearing - Unit - 65-67 - Numeric

178 - Speech & Hearing - Indicator 68 - 1-5

179 - Medical Services - Cost - 69-7 - Numeric

180 - Medical Services - Unit - 73-75 - Numeric

181 - Medical Services - Indicator 76 1-5

- Card Code 1 - G

- Updpte Code 2 - A/C/D

* , 102 - Case Number 3-12 - Numeric

182 - Psychological Services - Cost - 13-16 -'Numeric

;

,183 - Psych. Services - Unit, - 17-19 - Numeric

184 - Psych. Servides - Indicator 20 1-5
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Client Record System - Keypunch Instructions

Block Number - Field Name - Card Col. - Data Format

185 - Nursing Services -Cost 21-24 - Numeric

186 - Nursing Services - Unit ,,x 25-27 - Numeric,.

187 Nursing ServiceS - Indicator ''- 28, 1-5

.188 - Dental Services - Cost - 29-32 - Numeric

189 - Dental Services - Unit - 33 -35 - Numeric

190 - Dental Services - Indicator 36 ' '1-5

191 - Social Services - Cost - 37-40 - Numeric
,

19.2 - Social Services - Unit 41-43. - Numeric

193 - Social Services - Indicator 44 1-5

194 - Medication - Cost - 45-48 - Numeric

195 - Medication - Indicator 49 - 1-5

- Prosthetic Appliances - Cost - 50-53 -:

A
Numeric

197 - Prosthetic Appliantes -
Indicator 54 - 1-5

198 - Work Adjustment - Cost 55758 - NuMeric

199 - Work Adjustment - Unit - 59-61 - Numeric

200 Work Adjustment - Indicator. 62 - 1-5

- Vocational Skill Training -

Cost - 63-66 - Numeric

202 - Voc. Skill Trng. - Unit - 67-69 - Numepic

203 - Voc. Skill Trng. - Indicator 70 -

204 - College/University - Cost - 71-74 - Numeric

205 ; - College/University - Unit 75-77 - Numeric

206 .Y'=*oll,age/Univ. - Indicator 78 4 1-5

. ,P.
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Client Record System - iceypunch,Instructions

Block mbar - Field Name

*. - Card Code

- Update Cod

102

207,

208

209

210

211

212

213

- Card Col. - Data Format

1

2 A/C/D

Numeric

- Numeric

- Case Number

- Business School/CoZtege - Cost -

- Bus. School/College - Unit

- Bus. School/Coll. -.Indicator

3-12

liL

17-19

20

- Vocational School - Cost - 21 -24

- Vocational School - Unit 25-27

- Vocational School - Indicator 28

- Miscellaneous Training - Cost 29-32

- Numeric

1-.

Numeric

- Numeric

- 1-5

- Numeric

214 - *isc. Training - Unit . 33 35 Numeric

215 - Misc. Training - Indicator 36 - 1-5

216 -.Housing - Cost

-217 Housing'- Indicator

218 - Food - Cost

219 - Food - Indicator,

220 - Transportation - Cost

37-40 Numeric

41 - 1-5

- 42-45 Numeric

46 -z7
77
1-5

47-50 - Numeric

221 - Transportation - Indicator 51 1-5

222 - Clothing - Cost 2 -55 Numeric

223 - Clothing .- Indicator 56 - 1-5

224 - Wage Supplements- Cost 57-60 Numeric

225 A Wage Supplements - IndicatOr 61 1 -5

1

226 .- Materials - Cost - 62-65 - Numeric

227 - - Materials - Ifiddlcator 66 1-5.



Client Record System - Keypunch Instructions

Block Number - Field Name - Card Col. Data Format.

7-1

228 - Placement Services - Cost - 67-70 - Numeric

.,229 7.Placement Service& - Unit - 71-73 - Numeric .

230 7 Placement Svcs. - Indicator 74 .1-5

.

- Card. Code

- Update -.A/C/D

* 102 - Case Number - 3-12 Numeric

231 - Recre/Social Activities. - Cost - 13-16, -.Numeric

-7232 - Recre/Social Actimities - Unit - 17-19. - Numeric

233 Recre/Social Act. - Indicator 20

234 - Homemaker Services - Cost

235 JHomemaker Services - Unit

236 - Homemaker Svcs. - Indicator

237 -'Day.Care Services - Cost

238 - Day Care Services. - -Unit

- 239 Day Care Svcs. - Indicator

240 - WOrk Activities Svcs. - Cost

241 - Work Activities Svcs. - Unit

242 - Work Act. Svcs. - Indicator

243 - Educational Services'- Cost

244 - Educational Services -`Unit

245 - Educational SvCs. - Indicator - 52 1-5

246 - Other Services - Cod - 53-56 - Numeric

- 21-24

1-5

- Numeric

27 - Numeric

28 1-5

29-32 - Numeric,'

33-35 - Numeric

1-5

- Numeric

- Numeric

36

- 37-40

- 41-43

44

- 45-48,

1-5

- Numeric

= 49-51 - Numeric

- Other Services - Unit \\

24 - Other Services - Indicator

A

-89-

36;

- 57-59 Numeric

60 1-5

Mr



Client*Record System - Keypunch Instructions,

Block Number Name - 'Card Col. - Data Format

249 ; - T?tal Cost of Services - 6167 - - Numeric

250 Reimbu6ed 68-74 - Numeric

Card 'Code 1

A

- Update Code L 2 A/C/D

4 102 Case Number T 3-12 Numeric
4

ok
Closure Status See attached

sheet ford code

251

252 r Reason fbr,Closure
.

- 15-16 01-19
. ....

253 - Work Status 17 - 1 -9 or Y
.

,

254 - Weekly Earnings - 18-20 - Numeric

255: PubliC Assistance -.Tyripe. - 21-22 -t" 0-8
Ai

.256% 23L25- Public Assistance - Amount. e . .7 Niuberic
.

, .

257 -.Public Assistance -,Date - 26-29 , .--NM/YY

254 , - SSDI Status 30 -1-5*

259 ' - Occupation - 31-47 - Alpha
c) ..,..

260 - Code. - 48*51 - See attached
sheet for rode

A

; Card Code 1

Update Code 2 - A/c/p

* ,102 Case Number - 3-1Z - Numeric
-..

. ,.. .
261 Company 1, 13-27 .. Alpha

. a

U.2 /, - ,street Address

4-'

- .2845 '- Alpha/Numeric

263 City

264 - State Code ,
2.

. .

- 46-60 .- Alha

- 61-62 -.Alpha

at7'7,-5

1



CLient Record System Keypunch Instructibns

Elock'Number - Field Name -*Card Col. - Data Format(,

- Card Code 1 L.

e* - Update Code - 2, - A/c/D,
&

* 102 , -CTse Number 3 -12 . - Numeric

'265, - Status 13-14 - -See attached

Sheet for code
,..

266 - Date . 15-20 MM/DD/Yt

267(' Status 21-22 - See attached
sheet for code

- MM/DD/YY268 - Date 23 -28

269 - Status '29-30

'.- .
N. - Date /

I - 31-36

271 - Status o' 37-38 .- See attachedattached
J- sheet for code

.

.

a

272 - Date . .39-44 - MM/DD/YY
0.

- See attached

sheet for code e2-1

MM/DD/YY

273 -'Status 45-46

.
274 - Date 47-52 MM/DD/YY

See attached
sheet for Code

275 - Status 53-54 .- See attached

sheet for code
....

.

276 tv Date 55-60' - MM/DD/

277 .1 - Status, §1-62 - See attached'
. , .

278. - Date 63-68

sheet fór code

MMYDD/YY

,Card Code 1 M

- Update Code 2. - A/2/D
r

* 102 a - Case Number 3-12 Numeric

2.79 - Status 13-14 -See attached
sheet for code

sa ../



'Client Record System - KeypunchlInstructions

ro

Block Number - Field Name Card Col. Y.. Data Format

280

281

282'

.283

284

.
..

285

'286

,287

288

289

_.

p290

291

292/

- Date

- Status'

- Date''

- Status

- Date

- Status
.

- Date

- Status

- Date

Status

7 Date .

- Status
4,

- Bate

i.

4

'

- 15-20

21-22

23-26

29 -30

31-36

,.37-38

39-44

- ° 45-46

- 47-:52

- 53-54

55-00

- 61-62

- 63-68
Cf', *

\-

-

-

-

-

MM/DD/YY

See attached
sheet for code.

MM/DD/YY

See attached
sheet for,code.

MM/DD/YY
.

s

See attached
sheet for code

MM/DD/YY

See attached
sheet for code

MM/DD/YY

See attached
sheet for code

MM/DD/YY

See attached'
4

. sheet for cod&

vili/DS/YY

so.

'04

O

-92- a3

0
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Client Record Sys Keypunch Instructions

.0
The following is7a detailed description,of the short versiv card.

-

layout:

Pt

Block Number - Field. Name( - Card Col. - Date Format

- Card Code 1

1 X

* - Update Code 2 -

*

. ,

- Case Number 3-12 - . Numericcl
.. ,

* - Block Number - 13-15 - 100-292 (not 102)

* - Aapa
k .. 16-35 - Alpha/Numeric

*

*

9

"-Card Code

-'pdate

A

2 -

r Ce*Se Number 3-12 - Numeric

'ALL". or First Block No.

Block Number

13-15

16-18

11
19-2L

11 II:
,22-24

11 11
25-27

- 31-33

- A34.-36

II

40-42

11 It
- .43 -45.

4

11
46-48

7.1 49 -51

It
°- 521;54

-93-

u)

.

"ALL" or 100-
(not 102)

- Numeric (100-292)

It It It

-

u u.

- 11 11 11

-

-

.1/4
43,

11

It 4, II

II 11

11

It

11



II

Client Record $yste'm -Keypu
7

Instructions

(Short version card layout continued)

Block Number t Field Name

ir

O

- Block Number

11

a

O

A

Card Col. Date 'Format.

t

- 55-57

- 58-60

- 61 -63

- 64-66

- 67-69

70-72

- 73-75
A

- 7648

Numeric

It

It

11

11

(100-294

II

t

11

11

11

11 11

11

V

CZt

4

cs

A
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Application

Procedure

CLIENT RECORD SYSTEM

SYSTEM FLOW

0.

Date

Drawn By

PoS3---1-- of

,ff

TRANSACTION
CARDS

91

REJECT
LISTING

CRS001
CARD
tTO

DISK FORMAT

L

I . I

./
REJECTED NOTE #1
CARDS

(TRANSACTION)

ci
CRSEDIT
TRANS

GRS ELK'
MASTER DESt.
FILES MASTER

NOTES:

1. If the Transaction in error
in in an ADD, the block number
dhat in wrong muof be reoubmitted
'an a change.

CRS 03
UPDATE ALL
MASTER FILES

1-5

REJECT& RECAP
LISTING BY
AGENCY

UPDATED
CRSMASER
FILES

e

LISTING OF

ADDS &
CHANGES

'4

)



v.

Appli cat; on
V

Procedure _ S YS FLOTi

DaPe Pop 2 oT
Drown By

CRS
MASTER
F ILES

i

.

CASE
FILE

eRS004
MINX FILES
FOR FORM 721R

FdRM 721R
LISTING

E0.1

.

MAINTENANCE
.

1.4

'AND STAND- NE PROGRAMS

BACKUP'

TAPE

0BLOCK DESC
MASTER DECK

BLK
DESC

!ULSTER

BLK
DE SC

FILE

CRSB01
CREATE BLK
DESC FILE

CRSBO2
' BLK DESC
MASTER PRINT

CRSBb3

BACKUP BLK
DESC F ILE

cRSB04
REORGANIZE
BLK DESC, FILE

J7

SLOCIC

DESC
MASTER

EOJ

itv
BLOCK"..

DESCRIPTION
LISTING

EOJ

EOJ.

REORG.

. BLK DESC
ok. '

FILE

\

EOJ

4

a



REM DIAGRAMMING AND COARYING WOCUISHIEET
t

0

App I ; coti on CLIENT RECORD SYSTEM Date Pop' 3 of 3
1,4

Procedure SYSTEM FLOC
' Drowt By

CRS
MASTER
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PROGRAM NAME:

PROGRAM ID:

DESCRIPTION:"

INPUT:

OUTPUT:

°USERS SYSTEM

CLIENT RECORD SYSTEM.

CARD TO*DtsK eREFO

CRS00i.'

/

This program reads the ci4ght Record 'System data cards
and creates ddisk record.kOr each biopk bf informatiOn.
Each disk record contains case numberupdate
block number and data. Tables are used for card codes A
thru M which contain the block number and field length for
each data field. All blank data fields are dr pped except
for deletion .records. Check&Art.done for nu ic-case
number, valid card codes, 'and-valid update ,c e. Invalid
records are listed and, dropped.

CRS - CARDS

CRSTRAN (DISK)
fa

RECAP & REJECT LISTING

-103-.,
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PROGRAM NAME:

O

47

USERS SYSTEM

CLIENT

PREEDIT SQRT

PROGRAM ID: SORT -

CORD SYSTEM.

. e

CP

.

DESCRIPTION: IBM UTILITY SORT/MERGE

INPUT:

SEQUENCE
CASE NUMBER (1-10)

BLOCK NUMBER (12L14)

UPDATE. CODE (11).

CRSTRAN (DISK)
o

OUTPUT:-;, tRStRAN, (DISK)

104.-1
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PROGRAM NAME:

USERS'SYSTEM

t
CLIENT RECORD SYSTEM'

EDIT - CRS

PROGRAM ID: CRS002,

DESCRIPTION: , This program tads ch transaction and edits tt
against thethe'b ock description, master's audit speci-
fications. and for each block code. If the data
is found in err9r, it is listed on the printer and
dropped from the file. Totals are printed for each
agency by transaction type (add, change, -de-16te);

L-- ,
. ,

INPUT: yCRSSFLE, CRSDEM0, tRSCREF, Cl8COST, CRSSTAT (DISKS)

1

OUTPUT: CRSEDIT. (DISK).-

REJECT & RECAP LISTING
CASE FILE

-0

-105-
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USERS SYSTEM

CLIENT RECORD SYSTEM

I

PROGRAM NAME:. Update All CRS Files

PROGRAM ID: CRS003 0

DESCRIPTION: This pi-ogram reads the CRSEDIT file and add changes
..or deletes the record'according -to the update\code.
It.will replace the existing record with the new or
changed one.

INPUT: CRSSFLE; CRSDEMO, CRSCREF, CRSCOST, CRSSTAI, CRSEDIT

OUTPUT: CRSSFLE, CRSDEMO, CRSCREF, CRSCOST, CRSSTAT

OPTIONS: None

NOTE: Only twenty-four (24) case numbers can be added,in a single-
.

execution.

p
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PROGRAM NAME:

USERS SYSTEM

CLIENT'RECORD SYSTEM

PRINT TURNAROUND DCUMENTS

\

PROGRAM ID: CRS004

DESCRIPTION: 'This program reads ple disk file created by the
edit prografiL which conxans the current list of
case numbers and prints t is turnaround report.
getting the information fr m the master files.

INPUT:

OUTIPUT: '

(

4

CASEFL, CRSDEMO, CASCREF, SCOST, CRSSTAT

f

TURNAROUND REPORT (721R)
EA.

.44 .41 zle

4

mr

4.
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d.'usgRs SYSTEM

.BACKUP CLIENT RECORD MASTER FILES

eRSBKUP

DESCRIPTION: Backup the Search, Demographic, cross reference,
.cost, and.statui.files o tape. A-

.-

0 i ..-

INPUT:'' CRSSFLE, CRSDEMO, GRSC

r OUTPUT: Backed up files tape'

CRSCOS3, CRS§TAT

-108-



PROGRAMNAME :

,PROGRAM

DESCRIPTION:

INPUT:

USERS SYSTEM

CLIENT RECORD SYSTEM
O

RESTORE CRS MASTER FILES. TO DISK

CRSREST

Reorganize he Search, Demouaphic, cross reference;
cost, and s atus.Tiles from tape.

1
r

Backup tape from output of CRSBKUP
. 4

OUTPUT: \Reorganized CRSSFLE, CRSDEMO, CRSCREF, CRSCOST, and
CRSSTAT r

OPTIONS: None

ni2
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..,USERg SYSTEM

CLIENT RECORD SYSTEM

PROGRAM NAME: LOAD BLOCK DESCRIPTION MASTER

PROGRAM ID: CRSB01 02.

--.\ 4DESORIiN: This program creates the block description master

t

. file v,ia a card deck. DThisdeck contains all the
field definitions of the 721R and 'IC forms. Every
time the block description file is created, a
listing of the file will 'print; A.

. ,:o

, ''

lick Description .card deck.. A

OUTPUT: / BLKMST

OPTIONS: None :(

$

a
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USERS SYSTEM

4,1

dtIENT RECORD SYSTEM
a'

PROGRAM.NAME:

PROGRAM ID:

.DESCRIPTION:

Prinp Block Description File

CRSB02

This program prints the Block Description File in the
same format as-the Create.

"INPUT: 'Block Description File

OUTPUT:

OPTIONS:

Listing of the Block Description File

None
N-071..t

e.
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PROGRAM NAME:

Al 4
4,

\\\

USERS SYSTEM

N
CLIENTIECORD SYSTEM-4

BLOCK ToRIPTION'MASTER B&CINP

'PROGRAM ID: CRSB03P

DESCRIPTION:
4

Create a
jJ

INPUT:
=

BLKMST

.

OUTPUT: BLKMST BACKUP TAPE

fl

backup to the Block Description Master File

OPTI9NS: -" None

11211d1
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USERS SYSTEM

CLIENT RECORD SYSTEM.

PROGRAM-NAME: BLOCK DESCRIPTION MASTER RESTORE

PROGRAM ID

A

CRSB04 r

DESCRIPTION: RS.organize the Block Description.leaster File via-
,backup tape from CRSBO3

C;;N INPUT: Baltic Description gaster. backup tape

7

OUTPUT: Reorganized BLKMST

OPTIONS: None

-113-
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USERS SYSTEM..

CLIENT RECORD SYSTEM

L ST OF SPECIAL CIIECkS, 'IN EDIT -- CRS

1. Case *No. PA" updates should be unique.

C2. ase

3. Blocks

"C" or "D" updates" should 'be on file.

d 149 update the same field.

-114- 121
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. -USERS SYSTEM

CLIENT RECORD SYSTEM

RULES FOR USING THE UPDATE CODES OF.A:C,
?

of

Update Code
'4A = = Case number can, not .be on file

Active Code should be,' one

Long version only (card code A to M)
..

D

Xode'number must be On fike
'7-43//1"= Active codOshogld be two 'N. A

Short-(cardtpde X) or long version (cad co4e A to M)
Long version with a,block fielete t blank will not move
blank to field; short version,left blank will not clear
a field. 4

Case number must be on file
= Active cod& should be two

Short (card, code X) or lOng,version --(card code A to M).
To delete entire, case number ,off gn file; code "ALL" in
block number field Of a'short version card.

=, To delete fields from a case number, list Ck:nuMbers. .

Possible to submit 'an A record that rejects a field(s) on first-edit, to
add a change and/or delete card without changes, the add"card for second
edit -- seconitedit will process the change or delete and injure the A
card. -\

'. \ ts

'
, 9

RULE 4

FLD BLANK FOR UPDATE CODE OF A OR C RECORD_DROPpED

DELETIONS

Delete ALL -- Put a "D" in first position following the key for all the
'files, DEMO, CREF, SEARCH, COST than STATUS. When reading
the. CREF FILE,, save the S9cial Sec,kity No. to build the

.

'key for the SEARCH file. .' .

..CHANGING A SOCIALSECURITY NO. ,- On'CREF and SE H, read the CREF file
first, save Social Securi No. to build the key
for the SE file, moire in, the n w Social Security No..
Write thrCREFfile rec back to disk. Read the old Social
Security SEARCH file record, Move 14 "D" in following key,,

. 7 4 Write back. 'Write the new SARCH file rec with new Social. Y

Seturity No.I
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